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TO THE EXECUTIVE CHOSEN TO 
“a “LOOK INTO ELECTRONICS” 


Here’s how IBM can help you. As your company application studies to actual training classes and 
joins the hundreds of others now evaluating elec- preparation assistance. 
Heh: tronic data processing, your awareness and judgment 
7 . . * 

will become a valuable asset to top management. 
For more down-to-earth facts on electronics, send 
for a new booklet on “The IBM 650 Electronic Data 
Processing System.” For your free copy, call your 
local IBM representative or write: 
International Business Machines Cor- 
To help you in this investigation, IBM offers com- poration, Dept. A56, 590 Madison 
plete services ranging from published brochures and Avenue, New York 22, N. Y. 


~—) 


As a specialist, you will be called on to lead the elec- 

tronics survey ... to probe your present methods . . . 
. . investigate applications . . . establish your company’s 
requirements. 


DATA PROCESSING + ELECTRIC TYPEWRITERS - TIME EQUIPMENT + MILITARY PRODUCTS IBM PROORSSING | 
/ | 
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From ten telephone branch offices”... 
$1000 in sales each week 


The Wm. 5. 


industrial equipment distributor of 


solden Company, 


Charleston, W. Va., gets an average 
of $1000 a week in sales from its ten 
“telephone branch offices.” 

In those cities, even though there 
are no actual branch offices, custom- 
ers and prospects can telephone the 
Bolden Company without charge. 
Each call goes through to the com- 
pany ’s headquarters in Charleston. 
For the customer, it is just like a 
local call. 

When this Telephone Branch 
Office Service was started, the com- 


pany let its customers know about it 


through its salesmen, by direct mail 
—and by a listing in the local tele 
phone directory. 


The company’s one actual branch 
office has been closed—saving 
$12,000 a year—with no loss of busi- 
ness in that city. 


The cost? Only a small monthly 
charge, plus the cost of the calls. 


If you'd like to know more about 
this and many other suggestions on 
how to bring in more out-of-town 
orders just call your Bell Telephone 
Business Office. A representative will 
visit you at your convenience. 


Bid 


LONG DISTANCE RATES ARE LOW 
Here are some examples: 

Charleston, W. Va., to 

Cincinnati 70¢ 
Milwaukee to Indianapolis 9O¢ 
Chicago to Buffalo $125 
Boston to Atlanta $100 
Nashington, D. C., 

to San Francisco $2% 


These are the daytime Station to Station rates 
for the first three minutes. They do not include 
the 10% federal excise tax 


Call by Number. It's Twice as Fast 


gl 
BELL TELEPHONE SYSTEM (p) 
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At last | have 
. an office | can work in 


We can’t promise results to match 
those indicated on the graph in the 
sketch, but we can assure you that an 
office created the Macey-Fowler way will 
increase executive efficiency. 


Discuss your office problem with a 
Macey-Fowler planning expert. He'll be 
able to give you accurate estimates and 
guide you in working out the best type 
layout for your particular needs. 


A word about cost—whether you need 
a single desk or a complete executive 
suite—you will find that for quality and 
service your dollars buy more at Macey- 
Fowler. 
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BOSTON: 150 CAUSEWAY STREET + Richmond 2.1800 Mac ey lowler NEW YORK: 305 EAST 63rd STREET + TEmpieton 8-5900 


For More information From Advertisers Use Readers’ Inquiry Coupon on Last Page 


‘el 


- — 
7 Y 
/ 
. é i. j/ 
/ 
‘ ; , 
| ee 
te ahs , ' mg: f hd a 
ee. Mea lll dt Le eS ae ee pe _ 5 G5 Me Vlada. ES 
i i 
a 
x + Set IS. 
mes: a 
4 i ‘ ‘ - ” 


7 
JULY 1956 office | 
~~ <= | Management | 


Published monthly by | 
GEYER-McALLISTER PUBLICATIONS | a exten a 


Andrew Geyer-McAllister, Inc. 


Publishers since 1877 Office Methods, Equipment, Personnel, and Purchasing 


212 Fifth Ave., New York 10 Sponsor of the “Office of the Year” Awards 
MUrray Hill 9-4411 


in this issue: 

PRESIDENT : ae eee 
M. A. Geyer “Faster, faster” (Editorial) 

VICE-PRESIDENT and GENERAL MANAGER 
Donald McAllister 

EDITOR-IN-CHIEF Cr ee. : Marek 
Thomas V. Murphy Scientific methods replacing “intuition.” NOMA con- 

EDITOR ference hears sas ence a 
Robert M. Smith 


MANAGING EDITOR 
Robert Beeman 


Mathematical models for today’s management 
by Robert M. Smith 


Physical science methods, social science knowledge 


stressed by AMA 


ASSOCIATE EDITORS Supervisors can tell our fortunes 


Norma Sullivan Regenold hy W ° KE. Dewey 
William S. Brown : 


Seven sacred cow: ‘leric: ine—do we nees 
ADVERTISING DIRECTOR even acred cows of clerical routine o need 
Hugh Ward them’? (Conclusion) 
MIDWEST MANAGER by Arthur Barcan 
cba M. S ; ae 
stiatipeclipiges Yesterday—a luxury hotel; today—a striking new 
ADVERTISING and BUSINESS MANAGER ffi Ss 
o ice 
James E. Neary, Jr. 
ADVERTISING STAFF Tools of the office series 
Fred Steinhilber This month: Equipment for individual work stations 
Charles B. Rosengren 
Donald J. Leverich by Robert Beeman 


CIRCULATION MANAGER How you can read faster while learning more (Con- 
M. T. Weeks ‘ 


clusion) 
PRODUCTION MANAGER by Dr. Nila Banton Smith 
James V. Quirk ; 


ASSISTANT PRODUCTION MANAGER Automation in the office 
Milton Sharon 


ART DIRECTOR 
Joseph Hochfeld 


BRANCH OFFICES JUST 


BOSTON (10): 212 Summer St. (Rm. 600) oon ¢ 1 by tl 
Hancock 65390 siderations need not go by the 


Charles G. Kretschmar 


Semi-annual Index. January-June, 1956 


to prove that esthetic con 


board when d handsome and 


CHICAGO (1): 228 N. LaSalle St. famous hotel is conve ried into 
State 2.2911 / ; 
John M. Smythe an ofhes building, we offer in 
Filliam Murray evidence this month's cover 
Arthur Hutchison Pe 
the reception loppy of the Penn 
DALLAS (19): 3908 Lemmon Ave. ; , 
Lakeside 2322 svivania Lumbermen’s Mutual 


Joe Sanders & Associates Insurance ¢ ompany, in its new 


LOS ANGELES (5): 3257 6th St. othces 
Dunkirk 74104 ' , 
Chris Dunkle & Associates Phiiace Iphia s Ritz-Carlton Ho 
J. R. lander (Editorial Representative) " 


i 


in what Wal lormery 


tel. See story, page 32 all —>+_-_- 
SAN FRANCISCO (5): 681 Market St. 

Douglas 24475 

Alexander Rattray 


in United States and in possessions, Canada 

~ f d Sou j f countries )a year gie copies 4$c; } 

DAEMBER 4 Y r-McAllister, Inc.; all rights reserved 

Audit Bureau of Circulations * blisher of ¢ t ICS } Makes It and Where, and 
‘ous ae sotificat fs hange of 

Associoted Business Publications entered as se 1 class 1 29, 1953, at the Post Office at 


under Act of March 3, 1879 


ue i ye 
= YF 
' :' a te ; 13 
Reece | 
Waves i 
| 
‘al ; 
Eng 
ha le 
iat 4 
ae 
oh 
F 19 ‘vag 
20 — 
‘te rN * : 
os 
me. 
23 eee Fe 
eS oh ? 
Po ee enaeetereren a af 
re pes 28 ay 4 
. Bas i | 
| +5, 
' . — sf 
‘ni 30 ae 
+e: a 
x ) ‘e 
3 ‘ - i : e 
a PH 
$2 : . 
te ae 
ood 16 i dal 
i be He s) ; 
iB f ss 
5 at 
2 = By. 
. vt ea E E 
rhe aneonavsaes 59 ome 
a ee . eee 6 1 . > 
cu e —— a. et 4a 4 
Pin ; am. | 
i : ms eee 
= 4 | — ae 
ee 4 Ee ee J Met 
ag : te . 
a oe a 
an te } i es 
St ol 
4 lin a. 
y ° = ‘ ie 
A —_ = 7 wemah 
4 oar 
Y's ee) he 
i si Fe is 
es Cobs.@ ¥ ae | 
oa J itbook . 
Also ; 
t and age 
Rem ona 
~s N. Yo ie’ : 
. a 
9900 ites 
ae | eee z SS Oe ee Oe ee ee gee ee eee ye dus pe Oe cee eae 


Executive development held 


- ° | to be a major problem 
Copies made In Developing a top management team 


is the biggest worry of most company 


presidents, said Lyle M. Spencer, presi 
4 seconds “sg x oy haa 


dent of Associates, 


addressing a recent luncheon meeting 
of the Manufacturers’ Association of 


.. could you use speed like this? | Racine, Wis. 


“The key difference between own 


ing a company and running a pront 


able business,” he said, “lies largely 


in the success a president achieves in i 


’ 


1 PRESIDENT 


organizing an effective, functioning 


train 


team of top executives. Finding, 
ing, and motivating the key executives, 
through whom a president must ac 
complish his work, is the thorniest 
and longest-lasting problem he faces.” 


Mr. Spencer referred to a_ recent 


survey conducted by the Young Presi 


dents’ Organization, composed of 


men and women who, before reaching 


the age of 40, became presidents ot 


companies employing at least 50 work 


ers and having one million dollars or 


)} more in annual sales volume. The 


survey, he observed, had led to a def 


nition of tour outstanding character 


istics Ol a good executive: 


“1, The members of a good execu 


tive tean c remarkabl flexibility. 
All-Electric Thermo-Fax needs no ive team possess sr 
COPYING MACHINE Regardless of their training and ex 


chemicals, negatives, perience within the company, they are 


or translucencies receptive to new ideas, able to adapt 


THE 
Thermo-Fax 
COPYING MACHINE 


STORY 


: , themselves quickly to changing condi 
Now! Make copies of the things you 
need copied most... when you need 
them most! The amazing 4-second 
THERMO.-FAX Copying Machine 
needs no chemicals, masters or translu- 
cences. . . makes perfect copies of 
your originals whether typed, written, 
printed or drawn, by electricity alone 
Copies cost as little as 4¢ each... no 
ape ial installations are necessary. Use 
the coupon below to get the facts on 
the exclusive All-Electric way to copy. 


Thermo-Fax 


Duplicating Products 


The term THERMO-FAX Is a registered trade-mark of 

Minnesota Mining & Mfg. Co., St. Paul 6, Minn. Gen- 

eral Export; 99 Park Avenue, New York 16, N.Y. 
in Canada: P.O, Box 757, London, Ontario. 


tions, and can withstand setbacks with 
out losing their drive and enthusiasm. 

“2. A good executive has depth. The 
temporary absence of one member of 
the team limits the organization and 
perhaps decreases its efficiency, but it 
does not leave the company paralyzed. 

“3. The members of a good execu 
tive team each build their own efhcient 
division of the company with a mini 


mum of routine supervision. The 


executive team members and their di 
visions are in a state of healthy rivalry 
with each other. 

“4. The executive team functions 


by balancing and controlling two im 


pulses which are in essential conflict 


with each other. On the one hand, 
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Minnesota Mining & Mfg. Co. 


there is a desire for maintaining, 1m 
Dept. KN-76 %t. Paul 6, Minnesota 
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proving, and continuing the status 
Please send complete details on the new 


i _7 
I , preser' a » | . 
| All- Electric, 4-Second way to save money and time in my office copying. quo, tor preserving the business and 
re i for correcting the things that hamper 
ame 
{ | Connon | | the present functions of the business. 
a = 
Pedillen 1 The second impulse which drives the 
: | adden ; | executive team is the impulse toward 
lo . — p » P 
1 City coe Sate i | growth, toward developing new prod 
‘ Cicioushetsencnesiehbenebtbabanmnebanananasaneasemanebamanenanel (To page 10) 
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McBEE 


a genuine antique | 


This machine is only six years old. But 
compared with others now in general use, 


it’s already obsolete. 


Luckily, management at this plant dis- 
covered the machine's true age. Before the 
situation could become desperate. How? 
With Keysort punched-card accounting. 


On time reports proved that costs on the 
machine were running at an abnormally 
high level. And high cost meant high sell- 
ing price... so high that competition was 
threatening to pull ahead. But as a result 


he) 


of information supplied by Keysort, a 
newer, improved machine was purchased, 
And competition’s prices were met — with 


ample margin for profit. 


McBee Keysort can give you fast, 
accurate reports on every phase of factory 
operation. Whatever your size or set-up. 
At remarkably low cost. 


The trained McBee man near you has a 
presentation which will show you how it’s 
done. [t will take him just one hour from 


start to finish, Phone him, or write us, 


e@ ete ete eo ee 
of Pe 999% 89% O08 
See, © e 

4 CJ) 


Punched-card accounting for any business 


Manufactured exclusively by The MeBee Company, Athens, Ohio «+ 


Division of Royal MeBee Corporation 


Offices in principal cities * In Canada: The MeBee Company, Lid., 179 Bartley Drive, Toronto 16, Ontario 
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HOW AUTOMATION CAN PAY FOR 


Big Business is turning to automatic processing of data 
and automatic transmission to secure greater speed, 
efficiency, business control and accuracy in making 
decisions that are important to its operation. 


Small Business has the same need for automation’s 
new benefits. The Moore man applies principles of 
ADP to give every business maximum data processing 
benefits with the investment tailored to the budget. 


The immediate benefits of planning for 
automation in office procedures are the 
results of the systems approach .. . the 
design of a straight-line work flow that 
provides for accurate, speedy processing 
of data. For the larger corporation, such 
procedure analysis may only correct a 
simple routine which proved to have been 
the bottleneck of the entire operation. 
For the smaller company it may involve 
a complete integrated system from order- 
taking to management analysis or any 
other procedures needed. 


Moore manufactures forms only, and 


not ADP machines. For that reason it 
approaches a systems problem with an 
open mind. It considers the automation 
required ...and plans the correct forms 
and constructions so thet an entire 
system is integrated for efficiency and 
economy. 


When a business gets just the automa- 
tion it needs to do its work better, 
excessive investment is not called for. 
The system fits the purpose and the 
purse, and introduces benefits on a 
pay-for-itself basis. Calling the Moore 
man can be the first step in this process. 


Distance is no disadvantage when ADP shortens the time lag of an order. By cutting ‘travel 
time’ between receipt of an order and its entry at the warehouse, ADP improves customer 
service and speeds operations connected with shipping, invoicing and tabulating sales analyses. 


SEE CASE HISTORY ON FACING PAGE , 
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S ADP 


*Automated Data Processing 


& 


SALES OFFICE The customer order is entered on a Moore 
3-part form. One part serves as an acknowledgment, and is 
sent to the customer. A by-product of this typing is a tape 
that transmits information to the warehouse by wire. 


WAREHOUSE The incoming wire furnishes order information, 
and Jeanine uses it to prepare a Moore 5-part form, con 
taining shipping data and advices. Jeanine also cuts a tape, 
a by-product of her typing, with invoice information on it. 


INVOICING The tape Jeanine prepared is used by Grace, 
back in Billing Dept., to prepare customer invoices. Grace 
also cuts a tape, simultaneously, and this contains selective 


STATISTICS ‘The small company may turn over its selective 
tapes to service bureaus, where they're converted to punched 
cards for tabulating into sales summaries. Many large con 


information for tabulating and sales analysis. cerns are equipped to do this work on their own premises. 


Moore forms are the heart of the system . 
: ; ; S— The 3-part 
... they deliver the A D P benefits = p 


Moore 


~~ 


Speed and accuracy are built into a sys- sales analyses are prepared rapidly for up- - aaeanatacate 
tem like this—with the warehouse getting to-the-minute reports on inventory con- —_ form 
instructions the same day the order is ditions. Any company, large or small, can “a 

received. Delays are eliminated, and so enjoy practical ADP benefits, like those 

are the nuisance and negative results above, just by calling in the Moore man. Another 


caused by transcribing errors. Invoices He's in the Classified or can be reached Moore WA 
‘ 4 = 


go out systematically with speed, and by writing the Moore office nearest, below. continuous 


form used —_—— 


MOORE BUSINESS FORMS —. 


NIAGARA FALLS, N.Y. + DENTON, TEXAS - EMERYVILLE, CALIFORNIA 


Since 1882 the world's largest manufacturer of business forms and systems. Over 300 offices and factories acroas U. S. and Canada. 
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Classic 


CARBON PAPER 


Ck 


From the new smudge-proof carbon coat- 
ing to the new shock- proof back, modern 
Classic Carbon Paper is engineered to 
meet the more demanding require- 
ments of modern typewriters 

With either electric typewriters or re- 
cent manual machines, modern Classic 
Carbon Paper produces a new sharpness 
of write and uniformity of appearance— 
truly the ultimate in carbon copies 
The scientifically formulated carbon 
coating 18 deep dyed to form a perma- 
nent bond with the paper stock fibers. 
The carbon is transferred on/y by impact 
of the type face to produce permanent, 
smudge-proof characters, Micro-blended 
for absolute smoothness, this new 
coating assures complete uniformity of 
upper and lower case characters. 


COMPLETELY NEW! 


The shock- proof back softens the jarring 
action of high-speed electric typing— 
the cause of unevenness produced by 
ordinary carbons. Only the exact 
amount of carbon necessary to create 
a sharp, full-bodied image is released. 


For carbon copies that you'd be proud 
to send to anyone, specify Modern 
Clasi—the carbon paper designed for 
modern typewriters. Columbia Ribbon 
and Carbon Manufacturing Co., Glen 
Cove, N. Y. 


FREE GUIDE! For your free copy of our 


new “Carbon Paper Facts’ type make and 
model of your typewriter and the number of 
carbon copies normally required on your 
company letterhead end mail with coupon 


ni 


col Bi Cc Cc 
MODERN CLASSIC NR ae meqeecreans 00. te 


CARBON PAPER 
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Rush free—"' Carbon Paper Facts.” 
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ucts, new markets, new kinds of busi 
ness enterprises more profitable than 
the ones the company already has.” 

Mr. Spencer said also that the execu 
tive teams of most companies are 


He added, “they 


usually include only three or four per 


“surprisingly small.” 


sons besides the president: an admini 
strator, who serves as the president's 
alter ego and keeps the company’s 
day to-day operations running smooth 
ly; a sales manager; a production chief; 
and a financial officer who manages 
the company’s capital. Other business 
posts rarely achieve top ranking in a 
company’s inner circles.” 

Describing a theoretically average 
executive, Mr. Spencer suggested that 
he would probably have these char 
acteristics: 

“I. He is currently holding a job 
that carries more responsibility than 
any job he has previously had. 

“2. More likely than not, he has 
come up from the ranks within the 
company. 

“3. He has less education than his 
president and he feels defensive about 
it. 

“4. He is older than the president 
although he has held his present post 
for only three years. 

“5S. Planning ahead, he looks for 
ward to making a long-time career in 
Although he 


knows his chances of becoming presi 


his present company. 


dent are small, he is ambitious to ex 
pand the scope ol his present job by 
helping his company to grow. 

“6. His about 
$13,200 yearly. Although he has suc- 


ceeded in the business world 


present salary is 
taster 
than he expected to, he expects to earn 
a materially greater amount in the 
future, and the chances are one in 
three that he is actively dissatished 


with his present income.” 


According to the speaker, the typical 
executive considers that his basic re 
ward derives from his own good per 
formance on the job and the feeling 
it brings that he has accomplished 
something and won the esteem of his 
fellow execulives, the president, and 


“Most 


he pointed out, “crave these satisfying 


his subordinates. executives,” 
experiences of accomplishment. They 
need to respect themselves and have 
workers. 
Most key executives have a sneaking 


the respect of their fellow 


suspicion that they are really not quite 
good enough for their present jobs. 
Their need to 


continuing reassure 
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Takes a secretary 
less than 20 minutes to do an 
“all-day” retyping job 


_ 


Kodaks new Verifax Signet Copier 


Takes a boss 
less than half the time formers 


needed to answer his mail 


Pa 


quickly pays for itself 


even in the “one man” office 


Only $148 . . . that’s an unheard-of low price for 
an office copier. An incredibly low price for a 
Verifax Copier, which does so many jobs beyond the 
scope of ordinary office copiers. 


See all the extras the Verifax Signet 
gives you at a new low cost— 


[) Makes 5 copies in 1 minute for 2'2¢ each. 

{} Nothing is ever left out on Verifax copies —they're 
photo-exact from letterhead to signature. This is espe 
cially important when you're copying legal documents. 


() Photo-lasting. Verifax copies are not affected by sum- 
mer heat —are as long lasting as any business record. 

() Easy to read, handle, file. Verifax copies have the 
“look” and “feel” of fine letterhead papers 

(|) Signet makes copies on preprinted office forms, on 
card ston k and film and on both sides of copy paper 


Makes a translucent “whiteprint” master for use in 
direct process and blueprint mia hines 


Makes an offset plate in 1 minute for less than 20¢ 
when low-cost adapter is used 


Your savings the very first month will probably pay for 


For More Information From Advertisers Use Readers 


your Signet. Imagine being able to answer letters without 
dictation and typing .. . never having to send an “I quote” 
memo, Never having to retype for extra carbons 


Get all the facts on the Signet. Free folder describes 
this remarkable $148 copier in detail; gives facts, too, on 
complete line of Verifax Copiers. Also sent free valu 


able booklet revealing some of the short cuts 
Verifax Copiers have brought to (5 Aa 
of offices. 


 itteiees MAIL COUPON TODAY 


KASTMAN KODAK COMPANY 
Business Photo Methods Division 
343 State St., Rochester 4, N. ¥ 


Gentlemen: Please send free Signet folder, 
“Short Cuts” booklet, and names of 
near-by dealers. No obligation 


Name 
Company 


Street 
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It's designed to be placed next to a desk, stands 294 inches high. The big 
upper drawer holds ledger cards up to 22 by 13% inches. The lower drawer 
is for storage of inactive records. 


Each drawer is a Safe in cross-file form. The body as well as the drawer 
heads contains the same effective insulation as used in our Class “C’’ Under- 
writers Laboratories certified insulated files. 


Each drawer is equipped with automatic boltwork, with fingertip control. 


CHECK LIST OF USES 


(far from complete, but suggestive) 


Stock Transfer Records 
Savings & Loan Ledgers 
Bank Savings Ledger Cards 


Inventory and Stock Control 
Systems 


Utility Company Ledgers 
Finance Company Ledgers 
Installment House Ledger Records 


HERRING-HALL*>MARVIN SAFE CO. .g* 


Branches in: New York, Chicage, Boston, Detroit, San Francisco, St. Levis, Houston, 


Atlanta, Philadelphia, Minneapolis, Washington, 


12 


Dallas, Denver, Kansas City 


A corrugated key lock on the top 
drawer controls both drawers. A 
combination lock is optional equip- 
ment. 


For catalogue of this and other modern 
fire-resistive files, with price list and name 


NEW! LEDGER DESK FILE 


saves time and 
steps -protects 
vital records 


themselves about their own compe- 


tence 1s a major Ttactor in maintaining 
the drives that produce business ac- 


complishment.” 


Secretaries will convene 
in Detroit this month 


The National Secretaries Association 
(International) will hold its eleventh 
annua! national convention in Detroit, 
July 18-21. Several thousand secretaries 
from all parts of the United States, 
Canada, and Puerto Rico are expected 
to attend. 

Plans for the convention have been 
announced by Miss Cassandra Water- 
man, of Niagara Falls, N. Y., NSA 
president. 


At the official opening of the pro- 


| gram, on Thursday, July 19, Mrs. 


Alice Leopold, Assistant to the Secre 
tary of Labor for Women’s Affairs, 
will deliver the keynote address. Other 
events are designed to expand on the 
theme of this year’s convention, “To 
Open More Doors.” Among these are 
a “Three B’s Workshop,” based on the 
NSA motto, “Better Learning, Better 
Letters, Better Living,” which will fea 
ture speeches by members of the edi 
torial staffs of leading magazines in 
the women’s, business education, and 
secretarial fields. 


A feature of the convention will be 


the selection of this year’s “Secretary 


| the rating of 


of nearest dealer, please write direct to | 


the factory. Just ask for information on 
the Ledger Desk File. 


™~ 

* 

7 ” 
‘tana * 


Hamilton, Ohio  gqumcitiiiuayy, 
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‘ 


of the Year,” to be chosen by a panel 
of judges on the basis of the education, 
experience, appearance, and poise of 
the candidates. 

In addition, there will be a dinner 
honoring secretaries who have attained 
Certified Professional 
Secretary. There are 772 CPS holders 
in the country at present, but the NSA 
expects that the number will increase 
to a thousand or more when the re 
sults of this year’s qualifying examina 
tions have been evaluated. 

Other events will include business 
sessions, tours of industrial plants, and 
the annual banquet, at which new of 
hicers will be installed. 


In Short— 


Office Executives Association elects 
officers for 1956/57 


The Office Executives Association of 
New York, Inc. has elected J. Arthur 
Grundy, Remington Rand Div., Sperry 
Rand Corp., as president. OEA’s new 
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BORROUGHS 
LIBRARY SHELVING 


Sliding shelves adjustable without bolting 
Y4"" vertical adjustment 
Single or double face 


pespesepesees 
TTT 


Open back units have corner bracing 


1-piece double face end panels 


.and besides, there are no unsightly cross sway 
braces on open back units... Features such as these 
make Borroughs Library Shelving the best a dealer 
can sell and a customer can buy. Available in 3 
heights—42”, 84”, 90”. All units are 36” wide outside 
and 9°4" deep. Choice of 5 baked-on enamel finishes 
—spring green, dark green, gray, fall tan, and brown. 


send for 
catalog 


And look .. here's an optional feature! 
Sliding Book Stop which can easily 
be moved to any desired position. 


YOU'LL BE BETTER SATISFIED WITH THE BORROUGHS LINE 


Bookcases and Storage Units Sliding Door and Swinging Door Storage Cabinets Wrap Racks Open Shelf Files Steel Shelving 


BORROUGHS weapenreaeteipeienetiiclintheshnbnsinn COMPANY 


»UBS DIARY OF THE AMERICA? Me AN ( 


IF DETROIT 


Z3036NORTH BURDICK am KALAMAZOO, MICHIGAN 


@mp Plants and other Subsidiaries: (American Metal Products Co.—Detroit, Michigan—Union City, Tennessee 
Kilgore, Texas—Colton, California) (General Spring Products, Ltd.—Kitchener, Ontario, Canada) 


(AllianceWare, Inc.—Alliance, Ohio 
Tube Reducing Corp.—Wallington, New Jersey) 


Manufacturers of quality products for automobiles, trucks, aircraft, offices, factories, warehouses, and homes; 
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Announcing— 


THE 1957 OFFICE MANAGEMENT 


YEAR BOOK 


will be published as 


An Additional BONUS ISSUE 
of OFFICE MANAGEMENT 


ACCLAIMED BY 
THE ENTIRE OFFICE FIELD 


"Your Office Management Yearbook is a 
valuable guide in the purchase of office 
equipment and | am sure that | will use 
it frequently during the year to come.” 


“We were most favorably impressed with 
the Yearbook. Of special interest to us 
were the sections on Automation, Systems 
Design, and Tools of the Office. Con 
gratulations: Office Management is our 
favorite publication in its field 


In my opinion, the contest of the book 
wos excellently presented.” 


"We believe that you have accomplished 
® very important function in collat ng 
so much information into one issue. 


"| read the YEARBOOK from cover to 
cover and passed it along to some of 
my assistants who en) »yed the variou 
articles. Keep them coming every year.” 


The reception of the first annual YEARBOOK published 
in January, 1956, confirmed the ever-increasing need for 
an annual review of the fast-moving trends . . . of the 
revolutionary changes that are taking place in office tech- 
niques and in the vast number of types of machines and 
equipment. 


When published as a regular issue, the overwhelming 
Yearbook material crowded out some of the regular cur- 
rent features. 


OFFICE MANAGEMENT has therefore decided to make 
the YEARBOOK a separate bonus issue for our readers 
to give them the vast store of reference material without 
affecting the twelve monthly numbers of OFFICE MAN- 
AGEMENT, with their current news and regular editorial 
features. 


The OFFICE MANAGEMENT YEARBOOK will be pub- 
lished annually in March. 


ADVERTISERS—In planning your schedule for 1957, ar- 
range now to include the OFFICE MANAGEMENT 
YEARBOOK in order to benefit by your earned contract 
rates. For instance, if you arrange a schedule for six inser- 
tions in the monthly issues of OFFICE MANAGEMENT, 
your 7th or YEARBOOK insertion will enjoy the si. 
time rate . . . with a 12-time schedule in OFFICE MAN- 
AGEMENT, your 13th or YEARBOOK insertion will en- 
joy the 12-time rate. Forms for the YEARBOOK will close 
January 15. 


office management 


The Magazine for Management Executives 


212 FIFTH AVENUE NEW YORK 10, N. Y. 


OFFICE MANAGEMENT 
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executive vice president is Robert W. 
McGee, General Motors Overseas Op- 
erations. Other vice presidents are 
Earl G. Bunce, General Aniline & Film 
Corp.; Martin B. Carter, New York 
University; Everett F, Jacobus, Na 
tional Board of YMCA’s; Arthur B. 
tichmond, Burlington Industries, Inc.; 
and George W. Tisdale, Commercial 
Union Assurance Co., Inc. The treas 
urer is Peter S. Verwys, National 
Board of YMCA’s, and the secretary is 
Rudolph Lang, National Jusiness 
Show. OEA is the New York chapter 
of the National Office Management 


\ sociation. 


Wayne announces computer courses 
for July and August 

The Computation Laboratory ol 
Wavne State University, Detroit, has 
announced three one-week courses to 
be given this summer on various as 
pects of computers and electronic data 
processing. The first, called “Auto 
matic Computers, Their Application 
and Evaluation,” is scheduled for the 
week of July 23rd. The following 
week will be devoted to “Electronix 
Data Processing in Business and Gov 


ernment,’ and the last course, begin 


(To page 54) 


Coming Events 


NSA Convention. Detroit, July 18- 
21. 

Sponsor: National Secretaries Associ- 
tion. Place: Hotel Statler. 


Conference on Records Management. 
New York, September 17-18. 

Sponsors: National Records Manage- 
ment Council, Inc.; Graduate School 
of Business Administration, New 
York University. Place: New York 


University. 


AMA Personnel Conference. New 
York, September 17-19. 

Sponsor: American Management As- 
sociation. Place: Hotel Statler. 


Instrument-Automation Conference. 
New York, Sept. 17-21. 

Sponsor: Instrument Society of Amer 
ica. Place: New York Coliseum. 


AIA Annual Meeting. 
tember 22-27. 
Sponsor: American Institute of Ac- 
countants. Place: Olympic Hotel. 


Seattle, Sep- 
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CAPTURE Data for Future Use 


in Punched Paper Tape or Edge-Punched 
Cards with the FLEXOWRITER® sarrine macnn 


The new Flexowriter Programatic with Edge Card Punch and Reader 
permits preservation of data in mechanical form. Ends costly hours of 
repetitive typing. As you type on this machine, the data is simulta- 
neously punched into a by-product paper tape or edge-punched card. 
The tape can be used to actuate—automatically —other office systems 
machines including tape-to-card, address plate embossing, and com 
munications equipment. The Flexowriter Programatic with Edge Card 
Punch and Reader provides a way of producing sales and purchase 
orders, invoices, insurance policies and many other business documents 
—automatically and at substantial savings of time and money. Flexo 
writer models that punch and read paper tape only are also available 
Flexowriters are used in all types of commercial, industrial and govern 
ment businesses. Uses range from simple automatic letter writing or 


billing to detailed integrated systems applications. 


Let us show you how the Flexowriter can save money in your office. 


COMMERCIAL CONTROLS CORPORATION. Dept OM-76 
: ( Wr Cal siting M ‘ I 


' 

' 

1] Leighton Ave., Rochester 2, N. Y. ' 
' 


([] Send folio "How Flexowriters Integrate Data Processing.” 
[_] | would like to see o Flexowriter demonstration 


' 

(] We are interested in Flexowriters for , 

Nome i 

Company ; : 

Soles and service offices Address ' 

listed in clasufied telephore : ‘ 
directory under “‘Type City State 


writers — Automatic.” 


pee Re, 
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Now, letter trays, phone and wastebasket are in the drawers. 


Waste paper baskets ‘are 


now a waste themselves 


This man is making use of one of many inno- 
vations found only in Shaw-Walker Organized 
Desks. \t’s a wastebasket drawer. Out of sight, 
instantly accessible, easily removed, it holds 
more paper than four ordinary wastebaskets. 
Saves time, floor space and stumbling. 
The Organized Desk is guaranteed to help you 
get more done, more easily, more quickly. Its 
drawers organize everything from paper clips to 
important records—put what’s needed most in 
the easiest position for quickest use—eliminate 
clutter and confusion. 
One or two Shaw-Walker Organized Desks in 
your office will convince you that all your 


Built Like « 
Sh yecraper” 


a) SHAW-WALKER 
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desk people should have this new profit tool. 
The 292-page Shaw-Walker ‘Office Guide’”’ 
pictures, describes and plainly prices eighty-six 
Organized Desks and 5,000 matching items. Free, 
when requested on business letterhead. Write 
Shaw-Walker, Muskegon 90, Michigan. 


Largest Exclusive Makers of Office Equipment 
Muskegon 90, Mich. Representatives Everywhere 


Inquiry Coupon on Last Page 
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Conference on Training in Business 
and Industry. Lafayette, Ind., Sep- 
tember 26-28. 

Sponsor: Purdue University. Place: 
Purdue University. 


National Supervisory Development 
Conference. St. Louis, Sept. 27-29. 
Sponsor; National Management As 
sociation (formerly known as the Na- 
tional Association of Foremen). Place: 
Sheraton-Jefferson Hotel. 


CIA National Conference. New York, 
September 30-October 3. 

Sponsor: Controllers Institute of Amer- 
ica. Place: Waldorf-Astoria Hotel. 


Cincinnati Business Show. Cincinnati, 
October 9-11. 

Sponsor: Cincinnati Office & Business 
Equipment Show Committee, Inc. 
Place: Hotel Sheraton-Gibson. 


NIGP Annual Conference and Prod- 
ucts Exhibit. Chicago, October 14-17. 
Sponsor: National Institute of Govern 
mental Purchasing, Inc. Place: Conrad 


Hilton Hotel. 


AMA Office Management Conference. 
New York, October 15-17. 

Sponsor: American Management Asso 
ciation. Place: Hotel Sheraton-Astor. 


National Business Show. New York, 
October 15-19. 

Sponsor: Office Executives Association 
of New York (New York Chapter ot 
the National Office Management Asso 
ciation). Place: New York Coliseum. 


ABA 82nd Annual Convention. Los 
Angeles, October 21-24. 

Sponsor: American Bankers Associa 
uon. 


SPA International Systems Meeting. 
Philadelphia, October 22-24, 

Sponsor: Systems and Procedures As 
sociation of America. Place: Hotel 
Sellevue-Stratford. 


IMS Time and Motion Study and Man- 
agement Clinic. Chicago, October 31- 
November 2. 

Sponsor: Industrial Management So 


ciety. Place: Hotel Sherman. 


AMA Finance Conference. New York, 
October 31-November 2. 
Sponsor: American Management As 


sociation. Place: Hotel Roosevelt. 


NMAA Electronic Business Systeans 
Conference. San Francisco, November 
8-9. 

Sponsor: Western Region, National 
Ma hine 


Accountants Association. 
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with the EDITORS | 


JULY is with us once again; the 
thermometer already shows every 
sign of determination to equal or 
even outdo its heights of last year. 
The first half of the year 1s over; 
vacations are about to begin; and 
most of us will be frequently 
tempted by—and occasionally will 
succumb to—the urge to put off 
work and go to the ball game, until 
cooler weather and new ambition 


descends upon us again. 


WE can declare the “silly season” 
officially open for 1956, and expect 
that, this being an election year, in 
many ways it may be even sillier 


than usual, 


JULY offers other inducements be 
sides its temperatures for a pause, 
a break in the tempo. It is the 
midpoint; the end of the first half 
of the year, and so is a logical 
moment to stop and review what 
has happened in the first six months 
of the year. 

A great many significant things have 
happened, obviously. But within 
the sphere of commentary of this 
magazine, one particularly signif 
cant fact stands out—stands out all 
the more strongly because of the 
fact that it is in contrast with some 
other trends that appear in our 


business picture in 1956. 


THE PACE and tempo of the of 
fice world is still accelerating, the 
demand for the office's services and 
products 1s still outdistancing the 


supply. 


THUS, though the general business 
boom has slackened in some areas, 


the complex of services that is the 


Place: Sheraton-Palace Hotel. 


AMA Insurance Conference. Chicago, 
November 14-16. 
Sponsor American Management Asso 


ciation. Place: The Palmer House. 


Office Automation Conference. New 
York, November 26-30. 
Sponsor: Fordham University School 


o! Business. 


office continues to be an “« xpanding 
universe’—even in the industries 
now facing a lowered demand tor 
their products, In every area ol 
industry, there is increasing empha 
sis on bettering ofhe production 
by improved methods, elimination 
of superfluous routines, mechaniza 
tion. The demand for the ofhce's 
services continues to grow equilib 


rium is not established. 


MOREOVER, in such a tastemoy 
ing situation, it’s dubious whether 
a final equilibrium between demand 
and supply of ofhce services can be 
established for several years any 
way. For even as an office is geared 
to meet present needs more ethcient 
ly and more economically, the re 
quirements made of that ofhce con 


tinue to grow. 


THE POSSIBILITIES inherent in 
the new management sciences now 
developing are becoming too obi 
ous, and ina competitive economy 

too important, to be ignored, Ex 
ploration and utilization of these 
fields increases the burden—and the 
role within the company—ot the 


ofhc ce. 


WHATEVER happens in other 
words, we can expect—and should 
prepare tor—a continuation of the 
dynamic expansion (and the signih 
cant changes in its traditional role) 


ol the ofhce. 


Robert" SHH 
k:ditor 

Robert Beeman, Managing Editor 
Thomas V. Murphy, Editorin-Chief 


Gever-McAllister Publications 


Automation Exhibition. New York, 
November 26-30. 

Sponsor: Richard Rimbach Associates 
Inc. Place: Trade Show Building 


1956 Eastern Joint Computer Confer- 
ence. New York, December 10-12. 

Sponsors: Institute of Radio Engineers 
America Institute of klectri i) | np 
neer Association tor Computing Ma 


chinery. Place: Hotel New Yorker 
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introducing 


L-UNIT SPACE SAVERS 


2 Convenient... Convertible .. . Economical 


j 


9 
ne Ai 
4 w BETTER BUILT for BETTER BUSINESS 
i. Put high-priced floor area to work . . . benefit from better office 
, layouts with these new ASE L-Units. They're beautifully styled 
= ——_—s and more efficient... files, reports, reference material are always 
z = | ; ; = dj | = within easy reach. You gain added work space in minimum 


= = ——}} 
vi 


~/ floor area. Choose your basic desk unit plus the various telephone, 
storage and drawer cabinet units, bookcases and tops for your 
particular office need. Your ASE dealer will be pleased to help you 


select the units to make your office more efficient... more attractive. 


See your ASE dealer or write for further information. 


ALL-STEEL EQUIPMENT INC. 


AURORA, ILLINOIS 


For More information From Advertisers Use Readers’ Inquiry Coupon on Last Page OFFICE MANAGEMENT 
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editorial 


“Faster, faster—” 


AT THE RECENT OPENING of the National Cash Reyister Co.'s new 
$1,000,000 electronics research and enginee ring division at Hawthorne, Calif., 
President Stanley C. Allyn of that company gave strong support to those in 
the held of office management who advocate taster and more extensive 1)) 


plication of electronic devices in the office 


Declaring that “ofhee routines are on the verge of the most sweeping 


hanges since the advent of the cash register and the adding machine 


late 1800's,” Mr. Allyn said that while only one American worket 
at the turn ol the century was enpay d in clerical work and ony one 


ite as 1940, one in six 1s so employed today. Said Mr, Allyn, “ 


workers outnumber farmer hey are equal to half of all factory worker 
‘Last year business in this country sted yust about a billion doll 
in labor saving office machines,” Mr 


year there were an estimated 200.000 more 


i 


The addition to clerical payrolls alone just about 


} 


bor Savin ia hinery 
Mr. Allyn sees no prospect ahead other than a continued 


ofhee work burden, because of industry expansion, industry ce 


and the contunuing rise of office work in government. And in addition to office 


> > 


1 1 ' 
WOrk costs icrical Wag nay more than doubled in the ist filteen year 


with fringe benefits added 


Is it possible that, like ces Ked Queen, the office 


taster and faster even to st: 


JULY, 1956 
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Mathematical models for 


today’s management 


Many executives, engulfed by unfamiliar terms, regard 


operations research as an occult art; actually, it’s merely 


a refinement of processes as old as management— 


by Robert M. Smith 


Editor, Orrick MANACEMENT 


OPERATIONS research, linear pro 
gramming, game theory, matrix alge 
bra, maxima and minima, mathematica! 
models—many an executive today, en 
gulted by a sea of new and bewildering 
terms, feels as though it is only a matter 
of time until he must abdicate to the 
mathematicians. 

And many an executive, irritated and 
confused, dismisses all that ts implied 
in these terms as sunply another fad. 

Actually what do the terms mean in 
the world of management interests and 
activities? What do they imply? What 
effect will they have on business? And 
what effect will they have, what de 
mands will they make, on the men and 
women who have been running busi 
nesses? 

Primarily, new and bewildering as 
the vocabulary may be, operations re 
search means merely a formalization 
of thought processes which successful 
management has had to use for a long 
time. The new techniques involved in 
operations research lend a degree of 
exactness and precision to management 
decision-making, and they outline a 
formal pattern by which decision-mak 
ing is aided, 

But management by definition has 
always had to make decisions. No sys 
tem yet evolved relieves it of that re 
sponsibility, 

The new mathematical terms then 
represent techniques—not a revolution 
in which the classroom and the black 
board take over business administration, 
They 


which the businessman, faced with an 


represent tools and methods 


ever more complex set of facts, data and 
trends on which to base his decisions, 


can use profitably. Through these tech 


20 


niques, he can resolve a mass of intor 
mation into a forma] simplified pattern 
which will give each fact its relative 
importance in relation to other facts. 
Most of all the new techniques do 
not mean that every management man 
must go back to school to learn ad 
vanced mathematics. The mathematics 
used in attacking various problems 
fran the Opn rations research angle may 
be very involved; it may be very simple. 
The type of mathematics used varies 
with the type of problem. Tihe angle 
of attack remains the same. Operations 
research in other words is primarily a 
way of doing things, a method of at 
tacking a problem. As a method, it 
may enyploy different tools—different 


techniques under different circum 


stances. As a method, it will always 
follow the same general overall pattern, 
even though the particular techniques 


used within the pattern differ. 


Management needn't know techniques 


As long as management learns the 
pattern, the way of doing things, it can 
profit by operations research by em 
ploying technically trained personnel 
mathematicians, engineers with an ex 
tensive mathematical background, etc. 
to choose the particular technique best 
suited for use in each given problem. 
It is not necessary for management it 
self to know the tec hniques, any more 
than it is necessary for an educated 
man to be able to cite and prove all the 
laws ot physics in order to have a gen 
eral understanding of physical laws, 
and how they operate. 

Operations research involves math 


ematics, in the simplest and most direct 


in that it attempts to trans 


jlatement 
late a piven sect ot real conditions into 
abstract mathematical terms. It secks 
to find the chain of cause and effect in 
various problems faced by business, and 
represent these symbolically. The sym 
bols representing real conditions, real 
events, real processes, can then be put 
in a relation to each other which sim 
ulates the 


relation existing between 


these conditions, events, and process« 


, 


in reality. Because the symbols are 
simplifications, the effect of each real 
event, or change, or process, On every 
other being considered can be seen and 
grasped more easily. As symbols, they 
can be manipulated, to see what the 
outcome would be if changes were to 
occur in the realities they represent. 
And as mathematical symbols, they can 
be employed in various mathematical 
techniques to learn the most probable 
results of various kinds of action. 

Symbols, moreover, beside the ad 
vantages inherent in reducing a great 
number of factors, whose relationship 
to each other is dificult to grasp, into 
a mathematical pattern, allow a busi 
ness to trace a whole course of action 
representing, say, building of plant 
facilities, marketing of a new product, 
and final profit or loss statement on 
that product, without any real move 
ever being made. The entire history 
of the new product is worked out be 
fore the product exists. 

And, often enough, once that history 
has been traced, the product never does 
come into existence. The company 
would have lost money on it. 

Operations research, in other words, 
involves construction of a mathematical 


model 


sequence of events. 


a model on paper of an entire 


To draw a graphic, if not exact, an 
alogy, the mathematical model used in 
operations research is to the reality of 
a business situation exactly what a for 
mula in physics is to the action in 
physics which it describes. By observa 
tion, and testing, various physical for 
mulae have been devised. Once proved, 


these formulae can be used to predict 
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The new techniques are tools, aiding the businessman to 


what will occur under given physical 
circumstances. 

Operations research follows exactly 
the same principles. First observation 
secks to discover a chain of cause and 
effect. This chain is then represented 
in a mathematical model, equivalent to 
the formula of physics. By use of this 
model, various predictions can be 
made with a great deal of certainty, 
sometimes with absolute certainty. 

4 model can be quite simple math 
ematically and still be effective, provid 
ed its approximations of real data are 
valid and the factors used are signi 
ficant. The simpler the model is, as a 
rule, the less precise will be the results, 
but precision of results 1s not always 
mandatory. Thus, a chemical company 
Alcolac Co., 


uses a simple formula to determine 


in Baltimore, American 
whether to engage in the manutacture 
tat t It ha 


. , 
assembled the major factor tre itt 


of anv suggested new produ 


ables—that it believes affect a new pro 


duct in its field. These variables are 
each assigned a value depending on 
the best estimates (and no effort is 


made to make these estimates pre 


cise down to the penny) of the de 
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partments concerned with the partic 
ular factor—production, sales, etc. All 
these variables are multiplied, and their 
product is divided by the estimated 
total cost of producing, introducing, 
and marketing the product. The quo 
tient is the key as to whether the prod 
uct will be made by the company—the 
higher the quotient, the better the profit 
that can be made from the product. 

Now, basically, this process, simple 
ind mathematically feasible as it is for 
anyone who has had high school alge 
bra, still represents construction of a 
mathematical model to aid in a man 
agement decision a mathematical 
model representing a whole series of 
possible future events. The results 
shown by that model determine whether 
the events represented will ever actual 
ly take place. 

At the same time, the use of the for 


} 


! 
nula represents a tormal and more 


\ ‘ , 
precise ersion of the instinctive thought 
proce which every management goes 
through when any new project 


considered No re mon ible 


ment undertakes 


is being 
Manape 
any major project, be 


system revision, or introduction of a 


new rodguct, W thout attempting t 


ransform an enormous amount of individual data into a 
formal, simplified pattern which gives each item of infor mation its correct relative importance 


foresee the results, and without attempt 
ing to take into consideration all con 
ceivable results. In the past, this has 
been done by a combination of the best 
estimates possible, intuition, research 
on some particular factors where re 
search seemed feasible—the size of the 
market for a new product, for example, 
and the number ot competitors already 
in that market—and then more intui 
tion. From this potpourri of facts, 
gucsses, hopes, and moods, MaAnape 
ment would make its decision. 

The mathematical model att mpts to 
resolve this into a series of symbols 
based on the best facts available, which 
will show the probable results of an 
ction or a whole range oft possible 
AcTIONS before any ol them 1 takcn 

Let , go ha k to the A) ola (Com 
pany, and the imple formula which 
whether to 
make a part cular produ t According 
Week (March 31 1956) 


the company was recent 


it has evol ed to decide 


to Busine 
thinking on 


introdu ing what ccomed to be a good 


, 

prospectt € prod kt hu t. howe ef. 
the mathematical formula wa ipplied 
to an nanagement n deciding 
whether the produ t had i good 
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enough profit potential to make its in 
troduction wise. 

The product was a commercial laun 
dry detergent, First was the question 
could the product be made in suit ble 
form for commercial distribution? The 
director estimated 


product research 


that chances of achieving this were 
between 80 and 100 percent. Striking 
in average, the technical feasibility of 
making the product was rated at 0.9. 
Sales were the next criterion. The 
sales manager was called on to give his 
estimate of chances of establishing the 


detergent on the market. Basing his 


estimate on the customers avatiable 
ind market conditions generally, he 
yave the figure of 60 percent as his best 

| 


estimate of the chances o commercial 


success, The cond factor in the equa 
tion was entered—0.6. The sales man 
iver estimate 1 also that, if the product 
were to be made and marketed, ap 
proximately three million pounds a year 
could be sold at eighteen cents a pound, 
Cost to manutacture the product was 
estimated at thirteen cents a pound, 
and probable life of the product at the 
estimated sales level at three years. 
These were the variable factors—the 
factors based on specific department es 
Alcolac 


equation. The total cost ol producing 


timates that went into the 
the detergent and establishing it on the 
market was divided into the product 


of these factors. Production costs were 


estimated as $20,000 for research, $40, 
(0 for market development, $40,000 
lor engineering and pilot plant work. 

Thus, as positive factors for the in 
troduction of the product, Alcolac had 
these figures: 

0.9 x 0.6 x 3,000,000 x (.18 13) 
x V3 (The square root of 3 is 1.732.) 

This figure, divided by total costs of 


manutacturing and introdu 


product, $100,000, 


inp «C 


pave 1 tivure that 
repre sented the promt potential mn the 
new product 1.4 In th ompany 
experience this quotient is too low 
o be promising; the new detergent 
Was droppe 1, 

Th ormula worked out ry Ale 
is a mathematica] model (ior its par 


ticular operations) which 


Rives the 
company an estimate, and it feels a 


fairly accurate one, of the chances of 


making a promt on introduction o 

1 , 
given item. Notice that nany of the 
flivures that go into the tormula are 
i ' ' 
themselves rough approximation tor 


example the research director's estimate 


that chances of successiul productior 


ol the product lic somewhere betwe 


80 and 100 per cent Yet, rough a 


some of these hgures are, they are no 
rougher than other neu that i 

agement has based major d ions on, 
and here they are put in a meaningful 


relationship to each other so that a 


renera 


nayor decision can be made 


1] 
intelliy 


ue ntly. 


Technically trained people are essential on the O.R. team 


This is the simplest possible illustra 
tion of a mathematical model, but it is 
a perfectly valid one. Most models are 
considerably more complicated, and 
obviously, the greater the demand for 
precision in the final answer, the more 


Thus, in 


involved the model! must 
the «¢ xample above, the number of vari 
ables was reduced to major factors (al 
though in estimating the actual figures 


used in the solution of the equation 


each of the departments oncerned 
obviously had to take int i int a 
other set of factors or i! ) ! 


paring its estimate of product feasi 


bility, sales market, et But 

node] Is expect ! to vive nor 1 
ts, th iy ( oO 
tp i ed. Th ! 

D oO iriab ictors 1 | ! 

more omp i dl ) om rode 


Model held to essentials 


Thus, one of the first steps in con 


structing a mathematical model is to 
determine first the degree of precision 
required of the answers the model will 


give, and then to limit the model to the 
minimum number of essential factors 
that must be considered to give this 
degree ol precision. 
Theoretically, there are 9s many dif 
ferent kinds of models possible as there 
are different general business problems 
and situations. The most difficult prob 
lem in the whole process, ol course, 1s 
the research which establishes the 
meaningful realities to be symbolized 
in the model, and the construction of 
the mode] itself. ‘The latter will, except 


in the very simplest mathemat l rep 


resentations of reality, require the sery 


ices of a mathematician—or at least 
someone with ve ry extensive mathemat 
ical training, But the mathematician 
cannot know the significan of the 
various tactors he is to symbolize with 
out knowledge of the business. This is 
where the business executive plavs his 
most important role in th pro 

in interpr ting to the mathe iticlan 
the business problems which the model 
is to solve, and the significance of each 


of the factors that must be con idered 
in those problems. 

We have, then, after executive and 
mathematician have together created a 
model, what is, in effect. a formula. 
It ts usable in the same fashion as 
every other formula. By su 


ystituting 
the right figures for any given situation 
he richt place he formula. : 
In the right places in the tormula, we 
yet our answers, 


(To page 71) 
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Final event of conference was Annual Luncheon at Benjamin Franklin Hotel. 


te 


Scientific methods replacing “intuition,” 


NOMA conference hears 


More than 1100 attend 37th Annual Conference in 
Philadelphia; forms, personnel, integrated data processing 


covered during crowded program sessions 


PROBLEMS once solved by intuition, 
experience and judgment—or plain 


guesses—are increasingly being han 
dled by exact analysis, as the methods 
of science are brought to bear on man 
Morris B. 


Pendleton, told over 1100 members of 
the National Office Management Asso 


agement responsibilities, 


ciation at the keynote session of 


NOMA’s 37th Annual 
held in Philadelphia at the end of May 
The keynote speaker predicted that 


Conterence, 


the mathematical approach to solution 
of all management problems would 
become as commonly accepted in the 
ofice in the near future as double 


entry bookkeeping has been in the past 


JULY, 1956 


Pendleton suggested in his opening 
talk that each NOMA member ask 
himself several questions concerning 
his activities as a basis for evaluation 
of his usefulness as an office admins 
Strator 

“How many magazines in your field 
do you regularly read, then mention 
significant articles to others? 

“How many office equipment shows 
within 500 miles of your he idquarters 
have you attended in the past yearr 

“Have you taken any university or 


other extension courses in the past 


I 
twelve months? 
“How often do you let a week go by 


without visiting other companies and 


manayement with 


offi c zg 


discussing 
your peers’ 
“How often have you let a week go 
by without talking to an equipment 
manutacturer whose products might 
hit into your company & 
“Have you asked your budget official 


lor enough equipment and the privi 
lege ol making your own recommen 
dations, rather than letting somebody 
decide for you what you should be 
deciding yourself ? 

“Have you sat down with the va 
rious executives tor whom you are 
iking reports, to see how many re 
port could be eliminated or improved? 
“Is your knowledge of your business 


adequate and comprehensive? Do you 
know all there is to know about the 
tivities that you can possibly find 
cuter 


Do you let a week go by without 
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Frank Knox's talk on forms control 
drew so many it had to be repeated 


offering 4 constructive suggestion of 
idea to one of your top officers? 

“Have you taken an active part in 
forming an Operations Research ac 
tivity in your own company?” 

The keynote session was held on 
Monday morning, May 21, immediate 
ly preceding the election of new 
NOMA internationa! officers. 
clected to office were: 
Floyd Guillot, 


and Director, 


Those 
President, Treasurer 
Industrial Finance and 
Thrift Co., New Orleans, La.; first 
Macllroy, West 
Manager, 
San Francisco, 
acnts, R. Bh. Hodyes, 
sion Manager, Dennison Mig. Co., 
Framingham, Mass.; J. R. 
Head, Dept ol 
School of 
Wayne University, Detroit; L. 


vice president, FL. G 
ern Division SoundScriber 
Corp., Cal.; vice presi 


Planning Divi 


Taylor, 
General Business, 
Business Administration, 
M. Col 
lins, Manager, Educational Services 
Division, IBM Corp., New York; and 
F. A. Schulz, 


ity Life and 


Assistant Secretary, Un 
Accident Insurance As 
| a ot 


New directors elected were: 


sociation, Syracuse, 


Area |, 
Personnel Secretary. 
Massachusetts Mutual Life Insurance 
Co., Springheld, Mass.; Area 2, A. E. 
Riddle, General Office Manager, Col 
gate-Palmolive Co., New York, N. Y.; 
Area 3, R. FP. Hamer, Office Services 
Manager, New Holland Machine Divi 
sion, Sperry Rand Corp., New Hol 
land, Pa.; Area 4, T. Yeaman, Di 


vision Auditor of Receipts, ¢ hesapeake 


I. Greenwood, 


& Potoma ego Co. of Virginia, 
Richmond, Va.; Area 5, J. H. Jackson, 
Manager, 


Canadian 


Administration, 
Westinghouse Co., Ltd.,, 
Ontario; Area 6, M. A, 


Inve ntory 


Hamilton, 


24 


Methods, Pro- 
cedures and Training Dept., 
Mutual 


Howell, 


Sherman, Manager, 
Citizen's 
Automobile Insurance Co., 
Michigan; Area 8, J. H. 
Quaritius, Administrative Vice Presi 
dent, Peninsular Life Insurance Co., 
Jacksonville, Fla.; Area 10, A. G. Bag 
well, Treasurer and Director, 
National Life Insurance Co., Baton 


Rouge, La.; Area 12, Irene D. Kried- 


berg, Branch Office Manager, Reming- 


Union 


ion Rand Division, Sperry Rand Corp., 
Minneapolis, Mian. 


I.D.P. shown via television 


Following the keynote session and 


clection of ofhcers, the afternoon ses 
sion on Monday, the first day of con 
lerence business SCSSIONS, was Ziven 
over to presentation of a closed circuit 
television presentation of various ma 
chines employed in integrated data pro 
cessing. The television presentation 
was made in Philadelphia's Convention 
NOMA 


equipment exposition, which was held 


NOMA con 


Hall, scene of the annual 
concurrently with the 
lerence, 

On Tuesday morning, the crowded 
conterence schedule was broken down 
into four simultaneous sessions, all 
held in the conterence 


Philadelphia's 


tel. Two of the early morning 


headquarters, 
senjamin Franklin Ho 
sessions 
dealt with electronic applications in 


large organizations and in small or 


ganizations, the other two covered 
forms control and supervisory prob- 
lems an the office. These latter discus- 
sions continued throughout the morn- 
ing, but the talks on electronics were 
succeeded by talks on Personal Self 
Improvement, and Personnel-General. 

The two-part session on supervisory 
problems in the office, was covered by 
John F. Shafer, manager of the Super 
Metro- 
politan Lite Insurance Company, New 


York. 


The first part of the session was 


visors’ Development a ‘ram, 


devoted mainly to explanation of the 


planning that has gone into a series of 
him strips dealing with supervisory 
problems that have been developed by 
NOMA in cooperation with the Mc- 
Graw-Hill Publishing Co., The speak 
er said that most film strips produced 
in the past have dealt with industrial 
rather than office situations, and have 
been unrealistic in terms of office super 
visory problems. For this _ reason, 
Shafer said, the NOMA series, dealing 
with strictly office situations, was cre- 
ated. 

One of the film-strips in the new 
NOMA “Motivating 


Service Employees” 


series, Long 
was then shown. 
The strip, based on an actual case his- 
tory, detailed the results of a super 


visors soltening his policy of giving 


commendations only for outstanding 
work, and 


keeping communications 


Ground was broken in Philadelphia during conference for new model 


office 


“home” 


of NOMA 
OFFICE MANAGEMENT 
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NOMA’s new officers: 


st row (L to r.) R. F. Prinz; J. R. Taylor; F. G. Maellroy; Floyd Guillot; F. A. Sehultz; 
W. H. Evans; L. M. Collins; R. B. Hodges; 2nd row (1. to vr.) J. Greenwood; J. H. Jackson; E. L. Hamilte , 


Emma 


Lee; R. F. Hamer; T. C. Yeaman; J. C. Quaritius; A. G. Bagwell; 3rd row (L to r.) A. E. Riddle; J. C. Hodges; lrene 
Kriedberg; D. B. Southern; T. H. Gloyer; M. A. Sherman. 


lines with his employees on a formal, 
rigid, written basis. 

“The case history turned out very 
well in this instance,” Shafer said in 
commenting on the episode on which 
the film was based. “I merely suggest 
that particularly with the senior em 
ployee of this description the psycho 
logical satisfaction of close verbal com 
munication with the management 
group of the division, of the section, 
1s Of extreme importance in many in 
stances; where it 1s withheld the ‘tor 
gotten man’ complex can readily occur, 
the feeling that ‘I’m just a wheelhorse 
around here 

Part two of the morning discussion 
of supervisory problems in the office 
was concentrated on “Combating Job 
Monotony.” Again, a film strip trom 
the new NOMA series was shown, 
pointing out the frustration felt by an 
above-average employee trapped in a 
repetitive and unstimulating job. 

Shafer conceded that this was an 


‘ 


example of a problem that could not 
be solved by a line supervisor on his 
own, but pointed out that every line 
supervisor should be aware of the dan 
ger of such a situation. As an example 
of what a company could do to ease 
the problem, he cited the experience of 
a New York bank which, during war 
time, found that many of its most in 
telligent new teminine employees (the 
bank used ar 


' 
tne the 


ng system to determ 
ipabilities of employees ) were 
quitting low level jobs to take positions 
with smaller offices. Determined to 
find out why, the bank surveyed the 


NO parated 


reasons tor quitting. Almost all who 


employees to learn their 


JULY, 1956 


replied cited job monotony, and the 
dithoulty of advancing trom repetitwe 
jobs because of the bank's policy ol 
promotion by seniority. 

The bank, in an effort to solve the 
problem, called in an industrial psy 
chologist, the speaker declared. 

“He, first of all, said monotony on 
the lower job level usually is traceable 
lo a feeling ot a lack of accomplish 
ment,” Shafer continued. “He said 
people work better, work with a great 
er sense of accomplishment if they 
have a real understanding of the end 
results of the work of which they are 


par t. 
Communications block existed 


“He thought there must be some 
deficiency in communicating to the 
girls on these lower level jobs the end 
results of the work they were doing, 
sc he cooked up a four point work 
communication program that all su 
pervisors at the bank from the presi 
dent down to the newest team head 
were asked to fulfill. When the thing 
1s presented, it seems to be obvious 
enough that this hould have been 
done originally.’ 


The tour points of the program 


1 7 
sug ge sted DY the psychologist were 


“In your job as a supervisor, don't 


} 
’ 
Go anything that would discourage 


people you SUPe;ry ise irom asking 
questions about the nature and pur 
pose of the work of your unit, the 


work ot your section 


“The second point Mr. [ nit Man 


ager, Miss Team He ad, when an un 


usual work assignment comes along 


z 
and you hand it 


out tor actual per 


formance, don't merely say what is to 
be done, when it’s to be done, by 
whom it should be done, and that’s all. 
Explain why at's to be done, explain 
the nature and the background of un 
usual work assignments unless for 
some special reason it simply isn’t feas 
ible to do so. 

“The third point in that communi 
cations program was really an exten 
sion of the first, but it is stated in a 
positive way instead of a ne ative way. 
It said, take the initiative, try to find 
a chance from time to time to tell the 
people you supervise interesting things 
about the nature and purpose of the 
work of your unit, and try to make 
the telling somewhat interesting 

“The fourth point in that communi 
cations program was simply an overall 
concept Try to humanize our work 
here. Tell people, show people when 
ever the chance arrives what the work 
they do means finally to other people, 
on the assumption that most of us have 


Orne cle gree of social consciousness 


ind feel more useful and constructive 


we know that the work we are do 
serves a final result 


some human relationship 


ing involving 


didn't 


work at first, Shafer said, because such 


The program is outlined 


1 communications block had been 
built up over the year 


dle management and = the 


between mid 
first line 


, 
supervisory group who were mainly 


women, that the } isors them 


‘ 1 | 
selves didn't know the entire work 


sory the way if which the work ol 


» fitted into the ov 


their grou 
jectives of the bank. [ 


(To page 
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Physical science methods, social science 


knowledge stressed by AMA 


Companies will be forced to make exact operating plans 


fifteen to twenty years ahead as modern economic pace in- 


creases, General Management meeting speaker predicts— 


INCREASED dependence on solving 
business problems by methods and tech 
niques borrowed primarily from the 
physical sciences, and increased empha 
sis too on knowledge taken from the 
social sciences will characterize busi 
ness management im reasingly during 
the next several de« ades, speakers de 
clared at the American Management 
Association's May General Manage 
ment conference in New York. 

More than one thousand top man 
agement executives attending the con 
ference were also told that within a 
relatively short time most major com 


panies will be forced to plan thei 


26 


activities much farther ahead in the 
future than they ever have before—as 
much as fifteen or twenty years ahead. 

A true “science of management” is 
possible, Dr. Mason Haire, associate 
protessor ot psychology, University of 
California, told the opening day audi 
ence on Wednesday, May 23, and will 
be achieved in the near future, even 
though today’s “textbooks on business 
organization are full of old wives’ tales, 
unverified enypirically and unconnected 
theoretically.” 

“We rely on rough and often errone 
ous generalizations, Dr. Haire contin 


ued. “We have to use these generaliza 


tions to make important decisions, so 
it is important to have good ones. | 
suggest that what we need to get better 
ones 1s to get better facts. To get better 
facts, we need to ask better questions, 
Better questions will only flow from 
better theory.” 

Though the social sciences have not 
as yet contributed as much as is de 
sirable to business organization, they 
will play an increasingly influential 
role in business in the future, he pre 
dicted, even though many businessmen 
will resist “this kind of intrusion and 
poking about as they resisted the econ 
omists forty years ago.” 

Among questions which social science 
will play a role in answering are the 
proper structures for companies of vari 
ous sizes, the speaker indicated, al 
though no one knows at the present 


time whether there is any universal 
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law or force determining the relation 


1 
ship between a company’s size and its 
ideal organization structure. 
Organization within the company 
was also emphasized by another 
Wednesday speaker, Dr. Alex W. 
Rathe, associate professor of manage 
ment engineering, New York Univer 


sity, wi 


10 spoke at an afternoon panel 
discussion of “company structure and 
the individual.” Pointing out that the 
organization of a company actually rep 
resents a complex of human forces, 
rather than an inanimate — structure, 
Rathe said that the contribution of 
each individual within that organiza 
tion should be evaluated primarily in 
terms of its effect on the company as 
a whole, rather than his particular area 
ot the company. 

This means that it is management's 
responsibility to see that people work 
effectively, to get things done through 
others, the speaker said. Thus, one of 
the key tasks of every executive is his 
assignment of specific work areas to 
specitic people. Four crucial considera 
tions that should be borne in mind by 
the individual executive in meshing 
personnel and work for maximum ef 
fectiveness, he said, are: 

The process of delegation. “If the 
burden becomes too great for one man, 
he carves up his work and distributes 
it. The problem is how to do this so 
that the meces can be put together 
again readily.” 

\ssignment of responsibility. “Dele 
gation ol work is a mandate to the 
subord nate who assumes the obligation 


not just to get the work dene but to 


reach his objective in the best possible 


way. Delegation has its moral aspects, 
too. Unless we give a man a respon 
sibility, he cannot act responsibly.” 
\natomy ot organization, “Organi 
zation is more than the mechanistk 
structuring of the business; it is a liv 
ing organism. Like any managerial 
problem, organization always has two 
aspects, technical and social. Organiza 
tion is a fabric of the tasks and the 
Whether 


the texture stands up becomes known 


people who perform them. 


only when it is used.” 


Dynami aspects of organization 
“The real value of an organization to 
management becomes apparent only in 
the crucibles of business operations. 
Like any structure, the static organiza 
tional set up gets its acid test when 
things move, that is, in action. It is 
difficult to show action in a snapshot 

ani ofganization chart; we need a film 
strip. These are the dynam aspects 
of organization which have been too 
often overlooked and are still to be 


explored.” 
Precise planning vital 


Planning company operations far into 
the future is becoming more important 
today, and will become increasingly 
mmportant in the future, Robert H 
Bridges, secretary, committee on plan 
ning, Cleveland Electric luminating 
Company, said at the morning session 
on Thursday, the second day of the 
conterence. This is true, he continued, 
because production equipment is be 
coming sO expensive that one wrong 
| 


lecision can wreck a company. 


| 
buying « | 


Quotes— 


“We shall have more special- 
ties and more specialists in busi- 


ness. The problem is to provide 
for those who integrate the «pe- 
cialists, those who can use the 
special knowledge and skills of 
the specialists without having 
them themselves.” Dr. Stanley 
F. Teele, Harvard University. 


“Organization is more than 
the mechanistic structuring of 
the business; it is a living organ- 
ism... a fabric of the tasks and 
the people who perform them.” 
Dr. Alex W. Rathe, New York 


University. 


“Research demonstrates that 


present management systems 
produce sufficiently strong hos- 
tile reaction among employees 
to restrict production appreci- 
Dr. Rensis Likert, Inati- 


tute for Social Research. 


ably.” 


and, simult anecously, compention 15 be 


coming more intensive, and technologi 


cal typrovements are coming at a 


record rate. The entire pace and cost 


, hyn y 
DuUSINCSS 15 risiny, 


ol in other words 


Moreover, he sand, long rarhpre plan 
ning and objectives must cact 
rather than 


generalized, to prevent 


wrong decisions. (To page 66) 


Speakers on Wednesday afternoon panel hold last-minute review of presentation 
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Supervisors can tell our fortunes 


They can, that is, provided the trend toward freezing 


their initiative by rigid rules is tempered, and manage- 


ment recalls that worker calibre still controls output— 


by W. E. Dewey 


Management Consultant, Arlington, Va. 


BEING controlled by budgets, produc 
tion standards, equipment lists, supply 
allotments, work measurement and 
cost controls is no laughing matter to 
first line supervisors and workers. 

‘ec ny controlled ms no joke, period 
This is especially true of controls and 
standards that supervisors feel are su 
perumposed on them. Maybe we can 
do a few things to train and inspire su 
pervisors to develop their own self con 
trols and standards. If we can, they 


yoo for 


will tell our fortunes—our y 


tunes that is. 

The increase in specialization, size 
and conmplex ity of business enterprises 
has resulted in an increasing number 
of controls and standards. Some of 
these controls and standards are neces 
sary and some of them are effective. 
Whether or not they are necessary and 
eflective, they have, to a depree, over 
whelmed supervisors with records, re 
ports, statistics and paper work, 

The need for and development of 
controls and standards and the use of 
cost: accounting, work measurement, 
production standards and man hour 
work load ratio formulae have con 
sumed much time and energy, not only 
on the part of work measurement, cost 
control and production standards ex 
perts, bunt on the part ol SUpPer Visors 
and workers, Recording what was 
done, 1 SNe CASES, has consumed AS 
much as 20 per cent of the employee's 
tume. When employees are recording 
what they have done, they are not pro 
ducing goods or services, 

More important, however, is the fact 
that we, to an extent at least, have 
become so control and so standard pro 


duction minded and so intrigued by 


28 


what the electronic computers roll out 
for us and so imypressed by the tables 
of figures and the coefficients of corre 


lation that we have torgotten: 


Self amposed standards come from 
within a person; they are positive 
in nature; they inspire high en 
deavor; they result in lasting im 


provement and morale. 


Our extensive efforts to develop con 
trols and standards and our enthusiasm 
for them seem to have blinded us to 
their hmitations. We seem to have 
forgotten that these controls and stand 
ards are all superinyposed standards. 
They are the kind that 


Appeal to fear and to penalty, that, 
reyardless of how statistically cor 
rect they may be, are ina real sense 
neyative in nature and are com 
plied with reluctantly, rather than 


cooperatively and enthusiastically. 


There is no intent here to make a 
case against controls and = standards 
based on work measurement, cost con 
trol and statistical methods. This ts 
un attempt, however, to reemphasiz 
ihe importance and value of the stand 
ards and controls that supervisors and 


workers impose on themselves. 


We know that “that government ts 
best that governs least.” We know 
that self control in any group lessens 
the need for laws and regulations. We 
know that the greater the number of 
workers and supervisors who create 
and live by their own controls and 
standards, the less the need for controls 


and standards set by others 


Let’s take a look, under the mucro- 
scope, so to speak, at a first line su 
pervisor who sets a standard of produc 
tion for his own little group of nine 
employees. By this close look we will 
be able to see many of the problems, 
as well as the values, that come when 
standards are set right at the grass 
roots, down in the small organizational 
units, down at the desks, benches, and 
the individual employee’s work area. 
We will see, in this case at least, a 
comparison of the values in production 
increase and in #mproved morale that 
comes from seltamposed standards as 
compared to superimposed standards, 


Dick Bryant supervised a supply ac 
tivity. It was his job and that of his 
nine clerks to check line items on sup- 
ply requisitions to insure that the stock 
numbers, names and catalog number 
were correct and were all in agree 
ment. When any of the three elements 
in the line items were incorrect or 
there was a lack of agreement in them, 
they were given to a stock chaser in 
another unit to correct the errors. The 
line items which were correct and in 
agreement were sent forward to be 
filled. 

Dick, also, was behind on his work 
although his workers were meeting the 
nroduction standard of 10 minutes per 
line item. This backlog was a source 
of irritation to those needing supplies. 

Dick decided to check several hun 
dred line items himself to see 
could set a better standard for a bine 
item. Dick found he could check a 
line item in 1.5 minutes. 

Dick was a very good checker him 
self and since he knew that standards 
cannot be based on what the best work 
er can do and since he was aware of 
the safe work load principle, he set the 
standard at 2.5 minutes per line item. 

We note here that Dick’s standard 
of 2.5 minutes was considerably lower 
than the 10 minute standard per line 
item set by the work measurement ex 
perts using the statistical analysis of 
past performance method. 

Shortly after Dick set the standard 
of 2.5 minutes per line item he gave 
each worker several requisitions to 
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Mary John Joe Sarah Golda Jane Francis Virginia Bill 


MINUTES PER LINE ITEM 


Chart shows results of supervisor's action in terms of individual worker performance. 


%, 
check. Each employee checked these right places. Jane and Frances are alent of $32.00 per day for the group 
requisitions under normal working con young mothers and capable. Virginia as a whole 
ditions. Dick felt that there is always and Bill are the oldest in the group Now let's review some of the action 
some artificiality in production time and both are resentful that Dick was Dick took to improve production 
when workers are aware of the fact made supervisor. Bill 1s extremely re Dick found, when he was setting his 
that they are being checked. Sometimes sentful. > 5 minute standard, rhat he had to go 
they exceed the production rates to Siok cetaiiaaiiie tins themed to a central table for certain catalogs 
make a showing. Sometimes they take Kats tosh * and reference books. Sometimes he 
more time to produce than they use in ‘ ’ enue . ary, John Joe an tound some other clerk had the reter 
. ] wida again ycause they wre. ospecia 
the normal situation. er ’ t ‘ ence he wanted. Dick concluded that 
, problems. Their production record on 
Dick compiled the production rec ; t complete set of references would help 
the chart shows that. 
ords of each of his nine operators. He ; . , to reduce the 4 minute averape he was 
' The colored bar above each « lerk 1 ) 
then took action to bring those oper working to reduce to his > syebrpiste i 
| shows the minutes it took each operator J j k 
ators who were below up to the stand : tandard He was able to ovwain com Bee. 
te check a line item; Mary 8, John 14, ; o ee 
ird ne piecte relerences tor all operators This i, 
Joe $, and so on. The black bar shows 1 ° 
In order to understand the details in helped every clerk to reduce his pro 
the production of each worker after 
volved in Dick's action we need to , auction tine 
; ; : : Dick had taken action to bring each 
analyze the chart which appears above ler] yc Let's look vain at the des riptions 
clerk up to or down to the 2.5 minute , 
The digures on the left of the chart standard. ot Mary, John, Joe and Golda and 
1 4 ’ } | tT 4 ] ’ 
are the minutes required by each clerk The solid line. the 8 minute line review some oF the details concerning 
hecl line wet ‘ { ther 
to check a ne item. the average before Dick took any a each o sna 
The first clerk, Mary, is an elderly tion. The Dash-Dot line, the 3.6 min Mary had a sight ditheulty. Since 
lady She wears thick lenses in her ute line, shows the average of the checking require 1 focusing and retocus 
gl ses. The next clerk. John, ms Sinart, group after Dick had taken action to ng her eye he couldn't reach the 2.5 . 
afert and shy Joe the next clerk, isn’t uieprove the productivity of the indi ninute standard The best she could 
‘ ' , ‘ ‘ ‘ ‘ , cl selete aa ; 
too wright Sarah is a middle aged iduals in the group. We see iy the do was 5 minute 1) K ouldn't do Rusgl 
capa le worker. Golda is young, pretty, figures on the chart that Dick saved much about her eye Phe doctors had 
ve 
vd her dress fits too tightly in all the 44 minutes per line item an equi { To page 56) i 
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paperwork, overdependence on common sense and files were 


sacred cows of clerical routine — 
do we need them ? 


Fallacies in traditional personnel and quality control 


cited last month. Here are the last three sacred cows— 


by Arthur Barcan 


Executive Director, Records Management Institute, New York 


FILING and Paperwork. Staying on 
the subject of folders, filing and 
“sacred cows”, what ever happened 
to our favorite debate on centraliza 
tion versus decentralization of filing? 


It was a nice subject which we could 
always debate heatedly or straddle dip 
lomatically. It belonged in an ordered 
universe, along with the master kitchen 
in women’s magazines, where every 


thing has a place and there ts a place 
for everything. A file, therefore, could 
either be centralized in one location 
or decentralized among the various 
offices. 

The nice thing about decentraliza- 
tion of files is that it is a euphemism 
for abdication of authority. It is a 
nicer way of saying that we turn over 


the letter to our se retary and hope 


Management gets some reports it asked for, some reports it once asked for and 
forgot to stop, and some reports “that have always been prepared” 


she can find it when we call for it. 


Of course, along with our more com- 
plicated life, came organizations like 
Lever Bros. to talk about decentralized 
files with centralized control. Now 
that hampers the classic debate, be- 
cause you can “have the cake” of 
files readily accessible and still “eat 
it” by setting up basic standards of 
categories and classifications. 

What really is upsetting the apple 
cart, though, is a new concept of 
“mobile files”. In lay terms, it would 
not fix the location of a file for keeps 
—but rather move the file as the work 
and reference demanded. Along with 
substituting flexible possibilities for a 
good old “school solution”, it just 
about ends our centralization vs. de- 
centralization themes. It is rather 
disheartening to contemplate, for ex 
ample, that an engineering contract 
file would not have a permanent home 
at all times—but rather that it would 
move from sales to planning to pro 
duction engineering as a basic unit. 
Sure, it would provide for the first 
time for all the pertinent papers being 
available to those who need them 
and it would always locate the file 
with the person or group currently 
responsible for it. It is, however, dis- 
concerting not to be able to leave 
vestigial groups of contract papers and 
folders among the various departments 

even for sentiment, if for nothing 
else. 

The more you think of it,, the 
more the mobile files could be trans 
lated into case work, personnel, and 
project: operations where many staff 
people may contribute to a more effec 
tive job and where it is to everybody's 
advantage to know what has been 
done thus far on this item throughout 
the organization. This could be the 
death knell of the good old days, the 
good old debates, and the good old 
segmented or duplicate files. The 
old order sure can “changeth”. 

6. Reporting and Paperwork. Here 
is an era to warm the cockles of a 
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man’s heart—or at least the heart of 


a man paying proper homage to a 
well-entrenched sacred cow. Report 
ing is a good way to reflect not only 
the company’s personality—but every 
body’s personality. That is the nice 
part about 
in the act. 


reporting every one 18 
‘| op manageme nt gets some 
reports it has asked for, some reports 
it once asked for and forgot to stop, 
and some reports that “have always 
been prepared”. By the same stoken, 
is the company grows, each section, 
department and division head starts 
putting a lot of statistics and com 
ments on paper. 


cles, this is “communication”. 


In sophisticated cir 
In ol 
hice politics, this is the “pipeline” to 
insure that each person is getting 
across his story on his operation just 


In dol 


d large over 


as far up the line as possible, 


lars and cents, this 1s 


head cost that usually grows by de 


iult, expands with ambition, and con 


tinues with inertia, 
The nicest part ibout most reports 
is that they tell some kind of a story 


vithout putting anybody on the spot. 
For example, long lists of items 
hipped ceived produ ed or trans 
ci | ire for itive mut are not 
na c ere 1 l ual y 1 Mn 
lication a to whethe the mount 
ire high Ow or averaye ( omparison 
A ist I Di ist year hipure 5 
a 

ire i ire itive There ire if 
' t n wit nl 
ition 4 ictimes even WILn a plus or 
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minus sign and in percentages, How 
ever, as long as the report does not 


readily indi ate how much Variation 


1s healthy or dangerous and how much 
is a trend or a one-shot change, the 
report can stimulate all kinds of phon 
abortive 


calls, mectings and whon 


until the matter is clarihed 

The distribution of reports ts equally 
satistying. Since the introduction of 
carbon paper and duplicating process 
es, it is always a matter ol prestipe 
to see that you get on all the distri 
bution lists that rate and a matter of 
courtesy for the preparer ol the re 
port to go along with such requests 
Every once in a while, some eager 
beaver will attempt to cut down his 
list by sending out a questionnaire on 


With 


out fail, the resultant list usually ends 


who really needs this report. 
up longer than ever: someone who 
was not on it before suddenly dis 
covers the oversight and demands cor 
rective action. 

There are new olyective techniques 
by which one can evaluate in a mat 


ter of days just how healthy a report 


, 

ing system 15S how much dupli won, 

how nany gaps in information et 

There ar even new effective prole 
, ‘ . 

wnal te nniques to cle clop report 

ing nm terms ol omective ee | at 

ill leve ot management ind to a 
. , 

omplish sane within a matter of 

‘ . a 
days or ort ween This, however 


1 ] 4 
would take all the fun out of re 


porting—it would end all the “per 
sonality memos’, the courtesy lists, 
the gue sswork on how many and how 
much for reporting—and all that would 


be left would be highlighting per 


tinent data to those who need it, 
Cost and Paperwork 


part about 


The nicest 
paperwork operations is 
that hardly any one attempts to intro 
duce science into an “art”. In com 
panies, where factory production costs 


re computed down to each nut and 


bolt, it 18 an art to be able to do with 
out even summary figures on what the 
total paperwork costs are. It certainly 
would be downright conhining to have 
to know what it costs to produce an 
invoice, return an order, of hire and 
fire an employee. As a matter of fact, 
it 18 a positive convemence at cost 
reduction time. After all, it is always 
nice to talk about cutt ny costs and 
even percentages ot cost when we do 
not know what these total paperwork 
costs really are, The latter are so con 


imped into miscellaneous 


emiently } 


overhead expenses that it becomes a 


discouraging task to eparate them. 
The oniy tiv we bre ik down, post 
ind proce cost lo h items as 
ibor and sterial—which we do with 
great Y tiousme ind delibera 
ho ‘ to ! h lata into sum 
ma©ry ast the ised a general ged 
ta lard i | ite 

What we do not know innot hurt 
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President's office follows traditional pattern 


The building after conversion 


THE LEGENDARY Ritz-Carlton Ho 


Yesterday—a luxury hotel; cir ironmou with de vines 


in luxury, have been the source of at 

| iki th least one English word, and play a 

‘ ‘ ‘ » 2 4 ) ny wa, am ‘ é 

Lor ay dl str Ine new O Ice role in the title ol one ofl America’s 
most famous short stories. Europe had 

Philadelphia's former Ritz-Carlton becomes new home ‘he first Ritz-Carltons—in London and 
Paris. Others arose in the wealthy 


of Pennsylvania Lumbermen’s Mutual Insurance; unortho- 


cities of this country and Canada—New 
dox use of brilliant colors distinguishes new offices York, Montreal, Boston, Philadelphia. 
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Color, light shorten long corridor 


Most have survived, and are still 
leading hotels in their cities—centers of 
the gayest social events of the year, a 
mecca for visiting celebrities. But two 
ot the famous line have been casualties 
ot the ever-expanding business centers 
of their respective cities. New York's 
original Ritz-Carlton was torn down 
a few years ago, and replaced by an 


office building (although a new resi 
Panelled walls in private office are actually movable storage units 
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Library is popular at break time... «... as is kitehen and refreshment room 
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(Left) Office of treasurer, Robert Platzer. 


Sound and air conditioning, bright colors make machine room pleasant 


dential hotel version was built farther 
uptown ). Philadelphia's example also 
ran into trouble, Built in 1912, it was 
proving economically unsound during 
the early filties. 

But the Philadelphia owners adopted 
a differem solution from that found in 
New York, They consulted the Phila 
delphia architectural firm of Thalheim 
er and Weitz, which has long special 
ized in remodeling and rehabilitating 
existing buildings. The architects 
studies showed that the building could 
be completely rehabilitated, for con 
siderably less than the cost of construct 


ing a new building. Moreover, the re 


habilitation could increase the building's 
usable floor space exactly fifty per cent 
if two interior light courts were floored, 
two of the building's large, high ceil 
inged public floors were divided to 
form intermediate floors, and four 
more floors were added on top of the 
structure. 


All this could be achieved by mod 
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ernization of the existing building. On 
the other hand razing the existing 
building, and constructing a new one 
would make it necessary to erect a 
much taller structure to gain the same 
interior space, since zoning laws re 
quired setbacks for the upper stories 
ot new construction, 

Therefore, the architects recommend 
ed that the old 12-floor hotel be con 
verted to a 17-story ofhice building. 

The conversion problems, of course, 


were tmmense, even beyond the crea 


tion of new intermediate floors, and 


the addition of five more floors on top 


of the existing structure. The interior 


construction of a hotel is entirely dit 
ferent from that of an othce building 
as is the power load the building must 


be equipped to sustain Phus, all in 


terior rooms and baths, walls, closets, 


partitions, celings, ecievators, vip 
shatts, stacks and floors were ripper 
out—the inside of the building wa 


orn down to the bare concrete slabs 


| 


f 


(Right) Designer Wanda Norstrom checked each phase of interior construction 


Underfloor ducts to house power and 
telephone lines were installed in these 
slabs, and the hotel’s light courts were 
floored to provide unbroken floors 
throughout. 

The job done on the exterior of the 


building was equally drastic. The en 


tire facade of the hotel from the first 


through the fifth floors was torn off— 
leaving only the structural steel. A 
new sheathing of Alabama limestone 


was then built on the structure, 


Accent on color 


While all this was going on, another 


story was taking place in a different 


part of Philadelphia. The Pennsylvania 


Lumbermen’s Mutual Insurance Com- 
pany was housed in a drab office in a 
run-down neighborhood. It had a new 
president, Fred H. Ludwig, who had 
two particular goals as far as his offices 
were concerned. He wanted new and 
more adequate office space, and he felt 
very strongly that the conventional 
color schemes in use in most offices 
were uninspiring and depressing. 
The required new office space might 
be available in several different places. 
Downtown Philadelphia was—and 1s 
undergoing an = architectural renais 
sance. The entire Penn Center devel 
opment was being created, and PLMI 
was debating seriously locating its new 
offices in that major development. But 
the thotel conversion was abviously 
going to make the new office building 
on the site of the old Ritz one of Phila 


delphia’s most modern ind attractive 


buildings, and the location, for the very 


reason that had handi apped the Ritz 


is a_ hotel the encroachment of the 
business area—-was perfect for an in 
surance company, The decision was 
made to take space in the “new” 
burlkding (To page 74) 
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Nationals adding machine... 


Live keyboard* with keytouch adjustable to each operator! 


Saves up to 50% hand motion—and 
effort! Never before have so many time- 
and-effort-saving features been placed 
on an adding machine. 

Every key operates the motor! So you 
can now forget the motor bar! No more 
back-and-forth hand motion from keys 
to motor bar. Think of the time and 
effort this saves. 

Keyboard is instantly adjustable to 
each operator’s touch! No wonder oper- 
ators are so enthusiastic about it. They 
do their work faster—with up to 50% 


THE NATIONAL CASH REGISTER COMPANY, varron 9, on10 


less effort. New operating advantages, 
quietness, beauty. 

“Live Keysoarp” with Adjustable 
Key-touch plus 8 other time-saving 
features combined only on the National 
Adding Machine: Automatic Clear 
Signal . . . Subtractions in red. . . 
Automatic Credit Balance in red. . . 
Automatic space-up of tape when total 
prints . . . Large Answer Dials . . . 
Kasy-touch Key Action . . . Full-Visible 
Keyboard with Automatic Ciphers . . . 
Rugged-Duty Construction. 


989 OFFICES IN 94 COUNTRIES 
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1956 For 


More Information From Advertisers Use Readers 


Intwiry Coupon on Last 


a 


‘ 


A National Adding Machine pays 
for itself with the time-and-effort 
it saves, then continues savings as 
yearly profit, One hour a day saved 
with this new National will, in the 
average office, repay 100% a year 
on the investment. See a demon- 
stration, today, on your own work. 
Call the nearest National branch 
office or National dealer. 
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ADDING MACHINES . CASH REGISTERS | 
ACCOUNTING MACHINES | 
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West Penn P 


Diebold Steel Stor 


i 
ee 


pay. ff for 


i. = 


Company 


“Release of more costly 
equipment for use in oth. 
er areas where needed; 


* ‘Better utilization of 


space; 

* “Collection of all stored 
records in a central 
location; 

. 


“Improved control and use 
of stored records; 


* “Better working condi- 
tions;” 


Says 

Benjamin Bennett, Secretary 
West Penn Power Company 
Cabin Hill, Greensburg, Pa. 


From more than 4,000 
Safe-T-Stak files, the rec- 
ord administration staff of 
West Penn Power makes 
information available on 
short notice to all depart- 
ments. For small as well as 
large installations, Diebold 
steel files effect compara- 
ble record-filing efficiency. 
In addition, they increase 
storage room capacity up 
to 100% ... last a life-time 

usually cost less than 
cardboard! Call your local 
Diebold representative for 
a free demonstration, or 
write... today. 


Diebold’ 


980 Mulberry Rd, S$. E. * Canton 2, Ohio 


Get the facts about the country's 


ro best record-tiling operations. 
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Supervisors— 
(From page 29) 


done the best they could for her. In 
the type of work Mary was doing she 
certainly was handicapped. 


John presents an interesting case. He 
was the worst clerk, 14 minutes per 
line tem and then he became the best; 


2.5 minute 


| manute, less than half the 
standard. John, although capable, had 
an extreme inferiority complex. He 
just would not go to the central table 
for reference if anyone else was there. 
He would not go get a reference if any 
ene else had it and had not returned st. 
When Dick obtained a complete set of 
references for Jahn, he became the best 
producer. 


Joe couldn't carry figures in his head. 
He would make eight or nine trips to 
check a 16 digit stock number. The 
best Joe could do was 5 minutes per 
line item. Dick Bryant couldn't do 
much about that inability. Joe was 
certainly mentally handicapped for 
such work. 


Golda was neither mentally nor phys 
ically handicapped. In fact, she didn’t 
wamt to work in a warchouse. Al] she 
wanted was “to circulate” more. The 
best she would do was 6 minutes per 
line item. Dick couldn't do much 
about this girl. 


Dick found it necessary and did 
some onthejob training for Jane and 
Frances which further improved their 
productivity. He found that Virginia 
had some bad work habits, which he 


tactfully corrected. 
Overall productivity raised 


In summary, we find that Dick im 


proved the productivity of all workers 
by getting catalogues for all. He 
trained some and corrected work hab 
its for others. He identified three 
workers, Mary, Joe and Golda. and 
unproved their productivity slightly, 
but they still remained marginal em 
ployees for reasons beyond his con 
trol. He told our fortunes in a very 
real way, $32.00 worth a day 

It would be foolish to end the story 
here with the usual “and everybody 
lived happily ever after,” ( ertainly we 
couldn't expect every other supervisor 
who directs offices like Dick’s to get 
the moral of the story and do as Dick 
did. Next week or next month or 
next year maybe Dick can't make his 
present 3.6 standard. Next month or 
next year he might even lower the 2.5 


standard he was shooting at. 
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New, Unique Installation of Acousti-Celotex Tile 
Permits Completely Flexible Integrated System 


f 


Sinclair Oil Building, 155 North Wacker Drive, Chicago 


a 


a 


Owner: John W. Galbreath & Co., Inc. © Architect: Holabird & Root & Burgee 
Builder: Turner Construction Company © Acoustical Contractor: James L. Lyon Co. 


Sinclair Oil’s New Chicago Headquarters... 
Sound Conditioned, Light Conditioned, Air Conditioned 


Throughout the 200,000 square feet of this outstanding 
new Chicago office building, the use of Acousti-Celorex 
Mineral Tile on the Acousti-Line® Suspension system 
achieves three purposes: Besides completely sound con- 
ditioning every ofhce on every floor, this efficient system 
allows complete flexibility of lighting fixtures and air con 
ditioning diffusers 

Light fixtures may be taken out or relocated, direction 
of lighting changed Air diffusers and ducts, in fact any 
ceiling element can be rearranged with minimum labor to 
suit the needs of the occupants. Because of exclusive 
Acoust-Line” Suspension, easy removal of tile at any 
point in the ceiling provides immediate accessibility to 
above-ceiling space for servicing utilities 


Improved Employee Efficiency—A ceiling of Acousti- 


Celotex Tile checks routine noise of machines and con- 
versation in general and private othces, corridors and con 
ference rooms. The result is reduced error incidence, less 
ened overtime, an overall increase in productivity 


Easily Maintained — Once installed, Acousti-Celotex Tile 
requires no special maintenance thereafter. It is of high 
sound absorption value, has a surface of unusual beauty 
And it can be washed repeatedly and painted repeatedly with 


out affecting its sound absorbing properties 


* Acousti-Celotex incombustible Perforated Mineral Tile 
is installed on the Celotex Acousti-Line” Metal Suspension 
Ceiling, where ules, jight fixcures, and air diffusers become 
inter hanpeable parts of the ceiling. When a new arrange 
ment is desired, units can be quickly 


easily, economu ally 
relocated 


FOR FULL DETAILS on chix complete line 


Acousti-Cetotex 


Products for Every Sound Conditioning Problem 


of Acousti-Celotex products — write 
to The Celotex Corporation Jept Of 
120 S. La Salle Street, Chic ago 4 Illinois 


THE CELOTEX CORPORATION, 120 SOUTH LA SALLE STREET, CHICAGO 3, ILLINOIS 
IN CANADA; DOMINION SOUND EQUIPMENTS, LTD., MONTREAL, QUEBEC 
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* Send for these case histories 


HOW XEROGRAPHY SPEEDS PAPERWORK 


cuts duplicating costs in a wide variety of 
SYSTEMS APPLICATIONS 


Of Bausch & lon 
nb Optical ¢ - 

0 Al 

7 a 


1. Progressive Report Writing for the Accounting Department at Westinghouse Electric Corporation 


2. Report Writing for the Finance Department at Blaw-Knox Co. 
3. Production Control System at Bausch & Lomb Optical Co. 


In addition to the hundreds of applications in general 
duplicating, xerography is becoming increasingly impor- 
tant in systems procedures. Westinghouse, Blaw-Knox 
and Bausch & Lomb are using xerography and offset 
duplicating to cut duplicating costs in their specific ap- 
The versatility of 
xerography is shown in three completely different pro- 
cedures explained in detail in the 
available on request. 


plications and to speed paperwork 


case history folders 


These companies are only a few of the many hundreds 
in business, industry and government using the magic of 
xerography to speed the flow of paperwork and to cut 
duplicating costs. 


Anything written, typed, drawn or printed can be re 
produced with photographic accuracy by xerography 


onto masters for duplicating 


Now you can copy onto offset paper masters, pre- 


sensitized positive working metal masters, spirit’ (or 


translucent masters, by this 
photo-exac t, dry, electrostatic process Origi 
can be 


other fluid-ty pe) masters, 


versatile, 


nal copy reduced, 


enlarged or made same size 
with XeroX® copying equipment Masters can be made 
from opaque originals or from copy on both sides 


Write for any of the Systems Applications case histories. 


Other 


proof of performance tolders 


are available also, 
showing how xerography speeds paperwork and cuts du- 


plicating costs for business, industry and government. 


Original is copied onto 
paper master by xerog- 
raphy in less than three 
minutes. 


Paper master is placed 
on offset duplicator to 
produce multiple copies 


THE HALOID COMPANY 


56-43X HALOID STREET, 


( ZE-ROG-RA-FEE) 


ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


KEROGRAPHY 


The fastest, cheapest, most versatile way to make masters for - ag 
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For instance ec, 


he transters Mary or 
Joe and can obtain another John, Dick 
is on his 2.5 standard or under it. If 
he loses John and gets another Joe or 
Golda, his 


minutes per 


standard soars to 4 or 5 
Dic k had 
been unable to supply all workers with 


all relerences, 


line item. If 


the tools required, his 


producti would be 6 


Vity 
stead of 3.6. 


rinutes im 
Dick’s standard, we 


can 
conclude, is not here to stay. Neither 
is Ht going to improve continuously. 
It can go up as well as down. In many 


cases he can’t stop adverse trends. 


Dick’s unit 
was manned with these particular peo 


Now this is the reason. 
ple at this particular time for many 
and These the 


application, in 


varied reasons, were 


employment processes: 


terview, appraisal, selection and assign 


ment. The results from these processes 
seem grossly inadequate since three 
of the nine were bad selections. Yet 


the personne] people were limited by 
the number who applied and who were 
vailable at the 


time or near the time 


they were needed. 


Calibre of workers vital 


This factor of obtainability is one of 
the most important factors in manning 
lor productivity, yet one of the most 
neglected by those concerned with pro 
ductive 


output. It simply means that 


Dick, over the able 
to improve significantly the quality of 
his workers. All ask of Dick 
is that he manage his group as best 
he can. 


years, will not be 


can 


In baseball language, it is his 
job to get the best 
of the 

The 
power 
telli 


onic al, 


periormance out 


“material,” the personnel, he has. 
quality in the 
We 
the aptitudes such as mech 
clerical 


nation’s man 


is lomited, know that in 
gence, 
, mathematical, and even 
the physical qualifications follow bas 
ically the 24, 38, 24 


That's all there is; there 


normal curve of 7, 
and 7 percent. 


isn’t any 


more. So we find Dick, with 
three poor hitters on his team. In 
theory, he can send them down to the 
minor leagues and he and the person 
nel department can replace them with 
good eens We know that it is im 
possible in baseball to man either mayor 
league, minor league, college or sand 


lot teams with more 


300 hitters is 


than two or three 


1 a squad of twenty or 
twenty-hve. The same is true of qual 
ity im football and basketball] teams 
Why? Because that’s all there is: there 
isn't any mor Sure, at tomes one base 
ball club gets a lew more good hitters 

(To page 36) 
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THE DARN THING NEVER WEARS 


Even customers say the factory builds 
Comptometers too well—they don't 
wear out. Speed, efficiency and accu- 
racy explain why the machine has 
earned so much business experience 
and office seniority. It’s what they say 
it is—the mightiest little workhorse 
in business. 


The Comptometer has many fea- 
tures and several exclusives that give it 
operating leadership. Operator Safe- 
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Active 
Ciphers for accurate reading, to men- 


guards to insure accuracy: 
tion a few. There's Floating Touch 
for operation without tiring and 
Direct Action for 
all adding up to low-cost figure work 


instant answers 


Nobody has yet beat the Compt- 
ometer in the figuring jobs it is spe 
To have this 
statement proved on your work, or if 


cially designed to do. 


you only want a question answered, 


COMPTOMETER'’ 


look up the Comptometer representa 
tive in the Yellow Pages. Or fill out 
and send the coupon below. 


P . : 7 
i FELT & TARRANT Mig Co 
: 1742 North Pauline Wt Chicago 77 tines 
i Gentiomen Without cost of obimatior 

' 

' 


| want mor @ information about the new Comptometer 
Please aftange an office demonstration 
Please atfange a free office trim 
! 
Name 


Company 
Vireet 


City fone Mate 


, Other products THE COMPTOGRAPH® CALCULATING ADDING 
, MACHINE and the COMPTOMETIR® DICTATION MacHINe 
Offices in principal cities and throughout the world 
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q Electric register 

Moore Business Forms, Inc., 900 Buf 
falo Ave., Niagara Falls, N. Y., has 
brought out its new Electric Register 
with push-button control of forms 
handling, including automatic ejection 
of written form, filing of audit copy, 
and advancing next set into writing 


position, (A-1) 
q Folding machine 


Scoring, slitting, and perforating are 
possible with this folding machine, in 
addition to a variety of folds. This 
model is one of the new Embee line, 
introduced by the Davidson Corp., 29 


Ryerson St., Brooklyn 5, N. Y. (A+2) 


> Key drive caleulator 

This is the new Addicalco key-drive 

calculator, an Italian machine distrib 

uted in this country by Addicalco 

Corp. of America, 77 Chambers St., 

New York 7. Prices, $400 to $500. 
(A-3) 


tor the office 


q Stacking bin 

Shown is one of two stacking bin 
units designed for use with Collamatic 
electric collators. Secause they have 
been found useful in hand collating 
and other operations, they are now of 


fered separately. The manufacturer is 


Collamatic, Wayne, N. J. (A-4) 


> Floor machine 

Clarke Sanding Machine Co., 30 E. 
Clay Ave., Muskegon, Mich., offers 
the new ClarkeAmatic self-propelled 
floor maintainer, in two sizes. It has 


twin brushes, push button and lever 


controls. (A-5) 


A Portable transcribing unit 

Thomas A. Edison, Inc., West Orange, 
N. J., has added this portable trans 
cribing machine to its line of Voice 
writers. Recording on vinyl disks, it 
is designed for the convenience of 
the secretary, and has easily operated 
controls. A carrying case can be pro- 
vided. The new machine is available 
in a variety of colors, including blue, 
green, red, and grey. (A-6) 


If further information is desired, use Reader Inquiry Card on page 82 OFFICE MANAGEMENT 
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VY Deodorizing ash tray 
This Secretary-Saver is both an ash 
tray and deodorizing unit to kill the 
odors of cigarettes and cigars. The 
bottom section contains a gel made ot 
This is 
Inc., 241 E. 
(B-3) 


odor counteracting chemicals, 
a product of Airkem, 
44th St.. New York 17. 


A Cafeteria cooler 


The Cafeteria cooler is now offered in 


capacities from 6 to 42 gallons per 
hour. Regardless of capacity, the size 
of the unit is limited to a counter 
height of 36 in., a width of 28-1/16 


in., and a depth of 21-3/16 in. It has 


a coil-cooling system, rather than stor 
age tanks. The manufacturer is the 
Sunroc Corp., Glen Riddle, Pa. 


<« 


A For tab card corrections 


Selt-sticking Correction Seals for seal 


ing incorrectly 


punched holes in 
punched cards are offered by W. H. 
Brady Co., 727 W. Glendale Ave., 


Milwaukee 12. The seals are trans 

} | 
parent, thin, and designed to stick 
without moistening. They register 


‘ ! 
im the erifier as corrections. Seals 
core mounted on a dispenser card 
for one-at-a-time application, using a 
single motion. (B-2) 


JULY, 1956 


A Automated checks 

American Lithofold Corp., 500 Bittner 
St., St. Louis 15, has introduced “Elec 
tronic” Tab Card Checks on Litho 
Checks are 


pre-punched and pre-numbered, can be 


strip continuous forms. 


prepared on automatic mac hines. 


(B-4) 


> Machine cleaner 
Sayta Machines 
a new product of The Penetone Co., 
74 Hudson Ave., Tenafly, N. J. It 


make use of tetra 


Business Cleaner ‘s 


does not carbon 


chloride, and is designed to be safe, 
1on-Aammable, and easy to use. (B-§) 
> Business card file 

This Card Caddy has a designed ca 
pacity of 1,000 business cards It is 
small (9 in, long), has hidden rub 
ber legs and an aluminum drawer 
sliding in a silver-grey 
La Jolla Industries, Inc., 
St., San Diego 9, Calif 


(B-6) 


j 
prastic case, 
4616 Santa Fe 


A Portable typewriter 


The Quiet-Riter is one of the two 


new models recently introduced by 
Remington Rand Dhtvy., Sperry Rand 
Corp., 315 Fourth Ave., New York 10. 
Like the new Offce-riter, it has keys 
with four new characters: plus sign, 
equals sign, exclamation point, and 
numeral one. The machines are offered 
colors in 


in several addition to the 


(B-7) 


standard grey. 


NON Hane ame 
Paro O8TING 


SAYFA 


BUSINESS MACHINES 


CLEANER 


om oe 000 WF 
THE PENTTONE CO. 
TEMATLY. wow sense 
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A Calculating device 


The Controller is an aluminum scale 
type calculating device intended for 
commercial and technical calculations. 
It is designed to be easy to use. It is 
offered by Silver Bells, Ltd., 3367 
Fernside Blvd., Alameda, Calif. (C-1) 


V Office typewriter 


The new Pacemaker is designed for 
use in small offices, stores, etc. It is 
intended, according to its maker, “to 
fill the gap between portable type 
writers and present-day ofhice type 
writers,” 


cuse, N. Y. 


Smith-Corona, Inc., Syra 


(C-2) 


If further information is desired, use Reader Inquiry Card on page 82 


>» Duplicating aid 


This correction tape for covering er 
rors On spirit masters is a new, thinner 
version Ol a tape made by the Avery 
Adhesive Label Corp., Monrovia, Calif. 


(C-3) 


The tape 1s self-adhesive. 


A Accordion file 


This accordion file is legal size, and 
if features a separate locked compart 
ment, It is a new product ol Jayem 
Sales Corp., 31 Coffey St, Brooklyn, 
N. Y. (C-4) 


V Forms burster 


The Selec-Troni burster has 
heen introduced by The Standard 
Ohio. 


timing” and dial settings 


forms 
Register Co., Dayton 1, It uses 
“electronic 


to set form lengths automatically. 


(C-5) 


@ Microfilm unit 


The Micromat, made in Italy, and dis 
tributed in this country by Hanimex 
(U.S.A.) Inc., San 
comvbination camera, reac 
focus enlarger. It uses 35 mm. film. 
Other 


re. ord 


Francisco, 1s a 


Ff and auto 


features include a counter to 
number ot 
$553, 


automatically the 
photos taken. It 
P.O.B, New 


MS priced at 
York or San Francisco. 


(C-6) 


A Restyled typewriters 


Paillard Products, Inc., 100 Sixth Ave., 
New York 13, has announced that 
its Swissemade Hermes Ambassador 
line of office typewriters has been re 
styled. The new models have a four 
position ribbon, other improvements. 


(C-7) 


V Telephoning aid 
The Tele-Muff is 


vinyl foam plastic, to fit over tele 


a device, made of 


phones, dictating machines, and inter 
deaden outside 
It is made by Tele-Muff Co.., 
1421 First St.. San Fernando, Calif. 


(C-8) 


com equipment to 


Noises. 
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A Stationery compartment 


The Sec-Tray is a new type of station 
ery compartment, designed to be 
mounted on channels on the bottom 
of a typewriter plattorm. When not 
in use, it slides out of the way. It is 

new development of The Globe 
Wernicke Co., Cincinnati 12, Ohio. 


(D-1) 


A Professional desk 
The H-O-N Co., Muscatine, lowa, has 


added two desks to its Professional 
Suite line. The desks are available in 
heights for typing and for standard 
uses. Right- and left-pedestal models 


are offered. Tops are of poly vinyl 


panelyte. (D-2) 
JULY, 1956 


V Side chair 

The Model 23-L. General Chair is new 
in the line of Cosco chairs made by 
the Hamilton Mfg. Corp., 1503 Cot 
tage Ave., Columbus, Ind. Legs and 
trame are of square metal tubing. The 
backrest is contour-curved and padded 
with Tufflex. The seat is saddle shaped 
and cushioned. Back legs project to 
prevent back rest from scarring the 


wall. (D-3) 


q Air purifier 

This air purifier and deodorizer is 
offered by Gubelin International Corp., 
Mt. Kisco, N. Y. It measures 11 by 7 


bs.. and can be 


by 4 in., weighs 8 | 
hung on a wall. Called the Gysling 


Swiss Air-Cleaner, it is priced at about 


$50. (D-4) 


> Lounge furniture 

Shown is a new group of sectional 
lounge room furniture recently 
biought out by The Milwaukee Chair 
Co., 3022 W. Center St., Milwaukes 
45. The design was created to blend 
with both modern and traditional furn 


ishings. Back legs are flared to prevent 
| 


backrests from marking walls. (D-5) 


> Carpet squares 

Karpet Squares are self sticking, self 
cushioned 18-inch squares of cotton 
carpet, manufactured by Allen Indus 
295 Fifth Ave., New York. 


They are offered in a variety of colors 


tries, Inc - 


and can be combined in innumerable 
arrangements. The pressure-sensitive 
adhesive ba k 1S designed to adhere to 


any surtace, including primed cement. 


(D-6) 


If further information is desired, use Reader Inquiry Card on page 82 43 


A New chair line 
These American Banker chairs have 
been introduced recently by The B. L 
Marble Chair Co., Bedtord, Ohio 
They were designed to blend with 
contemporary trends in ofhce decora 
tion. The chairs are made of Ameri 
can Black Walnut, with upholstered 
seat and back pods made of polyure 
thane I dah, which are aN itlable either 
scparat ly or in combination. The 


rear less extend back sufficiently to 


save marking the wall (D-7) 
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NACA awards prize 


> 


Russell bk. Fultz, shown at right, re 
ceives an award given by the Nation 
al Association of Cost Accountants 
lrom A. P. Jones of NACA's Western 
Carolina ¢ hapter, Mr. Fultz, who is 
manager ol plant accounting at the 
Dayton Rubber Co.'s branch — in 
Waynesville, N. C 


a recent article on “Distribution of 


. Was honored for 


Factory Overheads,” which won se 
ord place in a national NACA con 


q Executive change at IBM 


Thomas J. Watson, Jr., who has been 
president of the International Busi 
ness Machines Corp. since 1952, has 
been elected chief executive officer. 
Here he is congratulated by his father, 
the late Thomas J]. Watson, Sr., IBM 
board chairman. This is one of the 
list photographs taken of the elder 
Watson, who died on June 19. 


News 
pictorial 


q Navy installs “brain” 


The Navy has installed an IBM Type 
702 computer in its Aviation Supply 
Othce, Philadelphia, to supply inven 
tory information in connection with 
servicing thousands of Naval aircraft 
in all parts of the world. Here Rear 
Admiral Frederick  L. 
USN, commanding officer, Aviation 
Supply Office, shows a magnetic tape 
unit of the 702 to Rear Admiral Ralph 
J. Arnold, SC, USN, Chief, Bureau of 
Supplies and Accounts. 


Hetter, SC, 


Vv Award to Pitney-Bowes 


soyd Campbell (left), president of the 
Chamber of Commerce of the U. S., 
presents a first annual “national re 
cognition award” to _ Pitney-Bowes, 
Inc., for “fostering economic under 
standing among employees.” Freder 
ick Bowes, Jr., accepts the award. 


AURST ANNUAL 
WATIONAL RECOGNITION AWAKAS 


4 Secretaries honored 


In observance of National Secretaries 
Day, Carl P. Ray, (right) vice presi 
dent of the Underwood Corp., spoke 
on a recent CBS-TV telecast, while 
Constance Loschivao, of Philip Morris, 
Inc., representing the secretaries of the 
country, received a new Underwood 
Universal portable typewriter. Come 
dian Jack Paar looks on. 


A Original wall design 

Paul B. Shoemaker, vice president in 
charge of sales for Masonite ¢ orp., has 
a wall device in his office made of 
many of his company’s products, Its 
“Peg-Board” panels support Mark 
Coomer serigraphs, which are printed 
on Tempered Presdwood. Sides of the 
planter are of Masonite Ridgeline, an 
exterior siding. 
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Offices built and planned 


The phenomenal boom in building in 
this country has produced some re 
markable new offices. Shown on this 
paye are some ol the more noteworth , 
amony them. At the top are two pic 
tures of the new Price Tower. in 
Bartlesville, Oklahoma, built for the 
H. C. Price Co. after the designs of 
Frank Lloyd Wright. The building 
is of cantilever-style construction. Walls 
and floors are suspended from tour 
ertical supports of concrete, rein 
torced with steel Fach floor is di 
ided into four separate quadrants 
One of these on each floor will be 
given over to apartments, the re 
mainder to office space. Separate en 
trances and elevators serve the two 
types of spac The building has 19 
floors Wall faces are about 45 feet 
wide \ two-story wing 1s adjacent 
on one side Below the pictures of 
Wright's new building is shown the 
recently opened City National Bank. 
$3,000,000 structure on Los Angeles 
famous Wilshire toulevard. The 
building was designed by Welton 
Becket, F.A.I.A. and Associates. The 
structure 1s in an “[,’ shape, and its 
construction is of steel and concrete. 
It has a. sub-surface parking area. 
Drive-in banking facilities are pro 


vided. Next below is the new DuPont 


Plaza Center in Miami, which will 
provide 100,000 square teet of space 
for an architects building products 
bureau, a 14-story office building, and 
a 301400m hotel. Ground was broken 
in May. At the bottom is the $3,000. 
000 main office and factory to be 
built for Pitney-Bowes, Inc., in Stam 


ford, Conn.. for completion in 1958 
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A Monthly Feature 
os Tools of the Office 
= Equipment for Individual Work Stations 


by Robert Beeman 


WHEN machines began to move into 
the office, it seemed to many that peo 
ple would eventually have to move out. 
While such an invasion could be ex 
pected to create many problems, there 
was one problem that appe ared to be 
relatively minor—where to find space 
for the machines. If they were going 
to replace people, they might just as 
well fill the space—as well as the jobs 

formerly occupied by thpse people. 

Thus, locating machines in _ the 
office seemed to come down to a simple 
question of putting them in the proper 
order in the assembly line which 
would be set up to process the work of 
the office, and in mounting them so 
they would be reasonably convenient 
to feed and operate, 

Sut it turned out that people did not 
move out of the office, and the office 
eventually had to find room for both 
people and machines. Offices have not 
been reduced in size since machines 
beyan to take over. On the contrary, 
space requirements have grown enor 
mously. 

Moreover, since people were to re 
main in the office, more thought had 
to be given to placing the machines 


so human beings could use them efh 
ciently. 


The first approach to mechanization 
The modern trend to job enlargement has resulted in the development of in- in the office closely paralleled mechani 
dividual work stations at which the worker can take care of several successive zation 
steps in a single operation. Work station equipment is now being designed so 
that the worker has immediate access to a machine (if required), the records 


in the factory. Technological 


advances in the plant had showed how 


' assembly-line techniques could produce 
being used, a place to work on them, and storage space for related active records. : 
: a “ i more goods at lower costs than before. 
Examples of modern equipment used in such arrangements are shown on this Ww ‘ , 
page. Pictures by courtesy of Posting Equipment Cerp. (at top of page), Rem- hy not then apply the same methods 
{ ington Rand and Shaw-Watker (center row), Visirecord and Diebold (bottom). to the office? 
w 
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Impressed with the possibilities, the 
experts measured time and studied 
physical movements. They found ways 
of reducing a vast amount of clerical 
procedures to little more than a collec 
tion of simple steps, many of which 
were suitable for handling by machine. 
Few of the steps required more than 
routine supervision, at least at the 
working level. 

The work of the office, in other 
words, was to be ordered into a master 
plan which might be very complicated, 
while the individual steps were sim 
plified and routinized to a point at 
which relatively little exercise or skill 
or judgment was required to perform 
them. 

Theoretically, this assembly-line 
technique should have resulted in the 
most productive of all data handling 
systems. It did bring improvements, 
but not as many as hoped for. The 
snag, of course, was that human bx 
ings were still required to operate the 
machines, and human nature is not 


amenable 


to this approach Human 


beings, unlike machines, have opinions 
about the work they do. If they like 


it, fine. If not, the work suffers. 


Factory-type methods are monotonous 


In order to use assembly-line meth 
ods, work must be chopped up into 
simple, repetitive units. Such work is 
\ job 


that does not require the use of skill 


! 
almost inevitably monotonous. 


or judgment quickly becomes tedious. 
The worker loses interest, becomes in 
attentive to it. His output decreases. 
He makes more errors. This “most 
productive” system, in short, is found 
to have Important limitations. 

When these limitations at last be 
came clear, the efficiency experts got 


busy and came up with a new theory 


Next Month: 


Figuring equipment, 
systems, and devices, 
including: 


Adding and calculat- 
ing machines 


Bookkeeping and ac- 
counting machines 
and systems 


JULY, 1956 


~and this one seems to work very 
well. This is the concept sometimes 
referred to as job enlargement. 

What it consists of basically is in 
creasing the responsibility of the indi 
vidual to include several steps in an 
operation, One consequence is that the 
work becomes more varied—and less 
monotonous. Another is that if the 
work is properly allocated, the worker 
may obtain the satisfaction of follow 
ing through from beginning to end of 
an operation. The increased respons! 
bility is also an incentive to interest. 

Naturally, 
cannot be handled in this way by un 
skilled or semi-skilled workers. But, 


within limitations, a worker can be 


complicated operations 


allowed to handle several different 
steps in the same ope ration, rather than 


just one or two, 


Trend is to individual work stations 


Consequently, there has been a def 
nite interest in setting up individual 
work stations which are more or less 
complete in themselves. A machine 
work station, for example, may now 
include not only the machine and the 
writing surface (if required), but the 
facilities for storage of the records as 
well. The worker thus maintains con 
trol of the records from beginning to 


- 


A yood deal of 


fal 
modern office furniture has been ce 


end of the operation, 


signed with this concept in view 
generally has 
certain basic clements, such as the ma 


Such a work station 


chine itself, a place to mount the ma 
chine, a place to handle records, and, 
if need be, to write on them, and a 
lace to store them. Accessory equip 
ment may also be appropriate 

Many different types of equipment 
Machines, 
mounted on 


Mac bine oll 


counting records can be kept in trays, 


meet these requirements 
lor example, can be 


stands, tables, or desks 


tubs, desk drawers, and other con 
tainers, and these are found in all 
shapes and sizes. 

In view of this variety, the individual 
company is left to decide what particu 
lar combinations ol equipment wt needs 
In a given situation. This, ol course, 
deyx nds on the data handling needs of 
the company, and this fa tor, in turn, 
leads back to a study of systems. As 
so often happens in examining modern 
equipment for the office, it is found 
necessary to think first about systems 


rather than machines. 


Machine desks and stands appear in 
many designs. Typical examples are 
iustrated here. Some of these are 


of metal, others ef wood. Pictures 
(from top to bottom respectively) by 
courtesy of Melink, Corry-Jamestown, 
Myrtle Desk Co., and Security Steel 
Equipment. 
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Posting trays differ from each other 
in relatively minor design features, 
many of which are evident in these 
pictures, Whatever their variations, 
they are important time-savers in the 
handling of machine accounting rec- 
ords, Pictures by courtesy of Reming- 
ton Rand (right) and (left, from top 
to bottom). Wilson Jones (first two). 
Norfield Methods & Procedures, and 
Yawman & Erbe. 

This emphasis on systems, in fact, 
is one of the most significant trends 
in the office today. The importance 
of analyzing compan needs has been 
stressed 


constantly in planning for 


electron equipment, but the sar 
principles apply to less elaborate ma 
chines, Systems, as is well known, 
must be tailored to the requirements 
of a particular organization. It follows 
that the equipment must be adaptable 


to suit a wide variety of needs, 


Adaptability is stressed 

Thus, there is a great deal of em 
phasis also on flexibility ol equipment 
This factor is found not only in the 
machines themselves just as many an 
accounting machine can be converted 
easily from a payroll application to an 
accounts receivable operation, tor ex 
ample—but in the other elements of 
the work station. The | at the end 
ol this section covers he principal 
manutacturers of components which 
can be fitted into individual machine 
work stations as required. These in 
clude posting desks, trays, and stands, 
machine desks, stands, and tables. and 
certain types ol hling equipment and 
accessories. It is especially convenient 
that these units can be so easily rear 


ranged to adapt to changes in systems 


Fire protection is also a factor 

One other trend that has shown it 
self recently, has been the increase in 
fire protection Ziven to accounting re< 
ords at the point of their use. This 
subject was discussed in the May issue 
of this magazine. 

Record protection is no longer con 
fined to safes in which records are 
stored at night. Statistics show that 
most office fires occur during working 
hours, when safes cannot very well 
protect records in use. 

Because of this fact, there has been 
new interest in insulating the desks 
and cabinets in which records are 
maintained for active use. Many ledger 
desks, trays, and cabinets now offer 


this type of protection, and many trays 


are made light and portable so they 
can be quickly placed in fireproof stor 
ape which may be the posting desk 
itself 

Aside trom the developments in 
tended to make possible the building 
of individual work stations at which 
several functions are performed, ana 
those which increase the fire protection 
afforded, most contemporary develop 
ments are in the form ot refinements 
to add to the convenience ol using the 
equipment, 


For example, postin trays are avail 


g 
ible in short and long sizes. Some ar 
ue that they should be relatively 
short—that filing capacity is less im 
portant than the increased speed ol 
filing and reterence made possible by 
bringing all records within easy reach. 
Others think filing capacity more sig 
nihcant. Thus both types are offered. 

And there are other features: Va- 


rious devices of the “wobble block’ 


type are employed to keep records 


open ina “V” to permit easy replace 


ment of sheets in use. Trays and 
stands, both for machines and records 
are made adjustable in he ight, and 
models are available for standing and 
for seated operators, In some models 
ot trays, compressor blocks can be ad 
justed from the front, rather than from 
the bac k. 
These are typical of the features 
which make modern equipment easier 
to use than before. This list is by no 
means complete, but the features vary 
so much from model to model and 
from make to make that it would be 


impossible to try to list them all. 
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Tools of the Office 


The list which follows does not at 
tempt to cover every conceivable type 
of equipment which could be used at 
individual machine work stations, but 
it is believed to include the mayor cate 


gories and the principal manufacturers. 


The Manufacturers 


leme Visible Records, Inc., Crozet, 
Va. Visible record equipment, includ 
ing Veri-Visible tub files for machine 
accounting records. Also Super-Visible 
tub desks, tray units, and other equip 
ment. 

All-Steel Equipment Inc., 100 Grif 
fith Ave., Aurora, Ill. Calculating ma 
chine desks and posting desks. 

Irt Steel Co., Inc., 170 W. 233rd 
St., New York 63. 


cal ulating 


Bookkeeping and 
desks, 
desks, office machine tables. 
lutomatic File & Index Co., 549 W. 
Washington Blud., Chicago 6. Posting 


machine posting 


trays 

Badger, Inc., La Crosse, Wis Susi 
ness machine stands. 

Browne-Morse Co., Muskegon, Mich 
Cak ulating machine desks 

The Buc k staff Co., 1122 §. Main St., 
Oshkosh, Wis. 
ot wood. 

Business Kfficiency Aids, 8114 N. 
Lawndale Ave., Skokie, lil. Magne 


Dex posting trays, desks, and stands, 


Ofhce machine tables. 


Card compartments use principles of 
magnetism to fan out cards at any 
xZiven section of the compartment to 
make top lines visible. 

Cole Steel Equipmen: Co., Inc., 285 
Madison Ave., Neu York 17. Office 


machine stands. 


Office machines may be mounted on desks, stands, or tables. 
ments, including desks, are shown on other pages. 
stands considered to be representative of the variety of 


Corry-lamestown Mig. Corp , Corry 


5, Pa. Steel Age bookkeeping machine 


desks, 


desks, 
posting desks. 
Posture Chair Co., 1205 
Charlotte St., Kansas City 6, Mo. Office 
machine stands. 

D & L Furniture Co., 61 W. Hub 


bard St., Chicago. Line of modular 


calculating machine 


Cramer 


furniture, including desks, into which 
can be incorporated places for ma 
chines, posting trays, ete. 

Dependable Mfg. Co., 24071 Fort 
Crook Rd., Bellevue, Neb. Office ma 
chine stands. 

Desks of America, Inc., 
6185, Bridgeport 6, Conn 


P. O. Box 
Ofhce ma 
chine tables. 

Diebold, Inc., 2011 Mulberry Rd. 
Canton 2, Ohio. V-line posting trays; 
Tra-Dex and V-Dex Vertical-Visible 
Trays; all of these with Parallel-O 
Gram Separators to open casily to a 
“V". Rotary and mechanized card 
hles. Some equipment is insulated. 

Durable Metal Products Co., 1709 
St. Marks Ave., Brooklyn 33, N.Y 
Ofthce machine tables. 

kxcellent Cabinet Works Co., 415 
Withers St., Brooklyn 22. N.Y Ofhce 
machine tables. 

Lous H. Farber Co., 3\ 1} 
St., Chicago 5. Office machine stands. 

The General Fireproofing Co., 413 
Dennu k Ohio 
Mode Maker, Generalaire, and the 
1600 line of office machine desks 

The Globe Wernicke Co., Ross & 
Carthage Aves 


( ON GVCSS 


lve., Youngstown |. 
g 


, Cincinnati 12. Stream 
liner line includes posting desks, office 


desks, and office 


machine machine 
tables. 

Goodfrend Metal Products Co., O19 
Fk. 75th St., Chicago 19. Office machine 


stands. 


Typical arrange- 
Here are pictured several 
designs available. Pictures 


by courtesy of Toledo Metal Furniture (left and center) and Tiffany. 
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To protect records against fire during 
working hours, insulated storage at the 
point of use is increasingly popular. 
This Shaw-Walker posting desk saved 
valuable records in a recent fire. 


Hart Mfg. Co., 2400 Endicott St 
St. Paul 14, Office machine stands. 

Harter Corp 80 Prairie Ave., Stu 
gis, Mich, Othee machine stands. 

Haskell, Inc., 3048 | 
Pittsburgh 19. Othe 
and tables. 

Imperial Desk Co., 1312 W 
St., Evansville 7, Ind 
chine desks. 

Indiana Desk Co., Inc., 1201 N. Mill 
St., Jasper, Ind 
desks 

Intasco Corp., 3021 Carroll Ave 
Chiu ago 12. 


Carson St, 
machine desks 
Florida 
Calculaung ma 


Calculating machine 


Posting trays and stands 

Invincible Metal Furniture Co., 842 
S. 26th St., Manitowoc, Wis. Caleulat 
ing machine desks 

Jasper Office Furniture Co., Jasper 
Ind Bookkeeping machine desks, cal 
culating machine desks, ind posting 
desks. 

Jasper Table Co., Inc., 206 Main St 
Jasper, Ind, Office machine tables 

KOL, Inc., 2323 Ellis Ave.. St Paul 
14. Ofhce machine stands and tables 

Karl Mfg. Co., 32-34 lonia Ave 
S. W., Grand Rapids 2, Mich. Office 


machine stands and tables 
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THE PEN THAT FILLS ITSELF 


instantly—every time you 
return pen to socket. 


50 


Always Ready 


"INTERCHANGEABLE POINTS 


30 STYLES 


mopet a 


to Waite 


WRITES FOR MONTHS WITHOUT REFILLING 


—_— = 


for months on end. 


Q. = 


HOLDS 40 TIMES MOREINK CHOOSE THE RIGHT POINT 


than ordinary fountain for the way you write— 
pen. Needs no attention bynumber. More than 30 


point styles. 


Try one on your own desk for 30 days. Your money 
refunded if you are not completely satisfied. 


THE ESTERBROOK PEN COMPANY, CAMDEN 1, NEW JERSEY 
The Esterbrook Pen Company of Canada, Ltd., 92 Fleet Street, Eost; Toronto, Ontario 


COPYRIGHT 1956, THE ESTER GE ROOK PEN ¢ 


For More information From Advertisers Use Readers’ 


MPANY 


Inquiry Coupon on Last Page 


Tools of the Office 


King Posture Chair Co., 953 S. Ray- 
mond Ave., Pasadena 2, Calif. Office 


machine tables. 


Le Febure Corp., 7\6 Oakland Rd., 
N. E., Cedar Rapids, lowa. Extensive 
line includes posting trays and stands, 


| posting desks (some “fire tested”), cal 


culating machine desks, office machine 
stands, tub files, tray-binders, and ac 
cessories. 

LitNing Products Co., P. O. Box 
3370, Fresno 6, Calif. Posting trays 
and stands. 

The Marshallan Mfg. Co., 1061 W. 
llth St., Cleveland 13. Othce machine 
tables and stands. 

Maso Steel Products, 53 W. Jackson 
Blud., Chicago 4. Ofhce machine ta 
bles and stands. 

McLeod Furniture Co., 5800 24th 
Ave., Kenosha, Wis. Office machine 
tables. 

Meilink Steel Safe Co., 1672 Oak 
wood Ave., Toledo 6, Ohio. Hercules 
posting trays and office machine stands. 

Vetalstand Co., 7520 State Rd., 
Philadelphia 36. Office machine stands. 

Modern Steelcraft, 230 Fifth Ave., 
New York 1|. Office machine stands 
and tables. 

Morval Corp., Herkimer, N. Y 
Bookkeeping machine desks. 

VUyrtle Desk Co., P. O. Box 1750, 
High Point, N. C. Bookkeeping and 
calculating machine desks and posting 
desks; office machine tables. 

National Blank Book Co., P. O. Box 
791, Holyoke, Mass. Simplex posting 
trays and All-Purpose posting stands. 

Nemes Furniture Factory, 2631 N. 
Lehmann Court, Chicago 14. Book 
keeping machine desks. 

Norfield Methods & Procedures, Inc., 
P.O, Box 1012, Oak Park, lil. Posting 
trays and stands. Also a small portable 
posting box which opens into a posting 
tray but can be closed and locked. 

Nu-Craft Products Co., 321-327 
Clarkson Ave., Brooklyn 26, N. Y. 
Posting trays and stands. 

Orna-metal, Inc., 2412 S. Seventh 
St., St. Louis 4. Office machine stands. 

Peerless Steel Equipment Co., 6600 
Hashrook Ave., Philadelphia 11. Book 
keeping machine desks, calculating 
machine desks, and posting desks. 

Posting Equipment Corp., 1026 Ni 
agara St., Buffalo 13, N. Y. Duo-Matic, 
Tilt-o-Matic, Porta-Matic, and V-Matic 
posting trays and P.E.C. stands 
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ADDO-X’s light-as-a-dove’s feather touch, 

short key action — minimizes finger travel and 
saves operator's energy. The STEP-O-MATIC 
lever offers you calculator performance at 
adding machine cost when multiplying. No other 
adding machine is so saving of your operator's 


time and energy. Write for literature. 


ADDO MACHINE COMPANY, INC. 


145 WEST 57TH STREET, NEW YORK 19, N. Y., CIRCLE 5-6940 


WEST COAST BRANCH 
WESTERN ADDO MACHINE CORP., 2921 BEVERLY BLVO 
LOS ANGELES, CALIFORNIA, TEL: DUNKIRK 65-2247 


+Also on our NEW two register machine. 


For further details mail this advertisement with your letterhead. 


. 
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Ouigley Furniture Co., 62 Foster St., 
Whitesboro, N. Y. Office machine 


stands and tables. 


Remington Rand, Div. of Sperry 
Rand Corp., 3\5 Fourth Ave., New 
York 10. Machine ledger trays, post 
ing desks, card posting units, card files. 

Riteform Chair Co., Inc., 2300 Ellis 
Ave., St. Paul 5. Office machine tables. 

Security Steel Equipment Corp., 50 
Manhattan Ave., Avenel, N. ]. Crest 
line, TD series and 4 Leg Line calcu- 
lating machine desks. 

The Shaw-Walker Co., \950 Town 
send St., Muskegon, Mich. Posting 
trays, including insulated Fire-File 
models, insulated Fire-File posting ma 
chine desks, posting stands, machine 
desks, and insulated Fire-File card 
desks. 

The C. E. Sheppard Co., 4401 2\st 
St., Long Island City 1, N. Y. Posting 
trays and stands. 

Sherman-Manson Corp., Selina Rd., 
St. Marys, Ohio. Office machine tables 
and stands. 

Stationers Guild of America, 1421 
Chestnut St., Philadelphia 2. Posting 
trays and stands. 


you enjoy added 


Tools of the Office 


Steel-Parts Mfg. Co., 4630 W. Harn 
son St., Chicago 44. Ofhce machine 
stands and tables. 

Stempel Mfg. Co., 2830 Roberta St., 
Dallas. Office machine tables. 

Stewart Office Furniture Co., 6520 
N. Hoyne Ave., Chicago 45. Office 
machine tables. 

Stolper Steel Products Corp., Menom 
onec Falls, Wis. Consolett office ma 
chine stands and tables. 

Sun Engineering & Mfg. Co., Inc., 
Pinellas International Airport, St. 
Petersburg, Fla. Office machine tables. 

Systems Sales Co.,\\ Broadway, New 
York. Card punch desk pedestals. 

Tiffany Stand Co., Inc., 7350 Forsyth 
Blod., St. Louis 5. Office machine 
stands. 

Toledo Guild Products, Inc., 228 
Fassett St., Toledo 5. Office machine 
tables. 

The Toledo Metal Furniture Co., 
1100-1200 Hastings St., Toledo 7. Office 
machine stands. 

Vanpe, Inc., 4613 S. State St., Chi- 
cago, Bookkeeping machine desks, 


BURLINGTON, IOWA 


calculating machine desks, and ofhce 
machine stands and tables. 

Visirecord, Inc., 54 Railroad Ave., 
Copiague, Long Island, N. Y. Postuung 
trays, posting desks, posting stands, and 
tub files and modular filing-posting 
units designed for use with “visible 
vertical” record systems. 

Vue-Fax Corp., 655 Main St., West- 
bury, Long Island, N. Y. Tub tiles and 
posting desks for use with “visible 
vertical” record systems. 

Wassell Organization, P. O. Box 3%, 
Westport, Conn. Posting trays. 

Watson Mfg. Co., Inc., 63 Taylor St., 
Jamestown, N. Y. Card fies. 

Welch Industries, 8557 San Fernando 
Rd., Sun Valley, Calif. Office machine 
stands. 

Wells Furniture Mfg. Co., Laurel, 
Miss. Office machine tables. 

Wilson Jones Co., 209 S. Jefferson 
St., Chicago 6. Columbia, DeLuxe, 
Liberty, and other posting trays and 
stands. 

Yawman & Erbe Mfg. Co., Inc., 1099 
Jay St., Rochester 3, N. Y. Y and E 
posting trays, posting desks, posting 
stands, office machine desks, office ma 
chine tables, and tub files. 


behind a 


Leopold 
Document 
Desk 


The distinguished Document 
design and restful wood tones 
bring character, depth and warmth 
into your office. True luxury 

... from a desk that is also 
carefully crafted for maximum 
work efficiency. Preferred by top 
executives the country over. 

Write for Document brochure. 


THE Keopold « sores a Wood Office Furniture Institute w 
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K.C. Allen ........... 
alin gies you finest vod! 


Ultimate Value in Service, as well as in efficiency, is an important 
consideration in choosing an adding machine. The R. C. Allen is known for 
lasting dependability, and a full measure of value in performance features which 
are exclusive at the very low R. C. Allen price. R. C. Allen dealers have electric 
and hand-operated full keyboard and ten key models to assure you of the right 


machine for your job. 


R.C.Allen Business Machines, Inc. 


686 Front Avenue, Grand Rapids 4, Michigan 


TYPEWRITERS + CASH REGISTERS - ADDING MACHINES «+ SAFES + FILES « BOOKKEEPING MACHINES 
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and Richard Rimbach Associates, Inc., Yorker, New York, May 21-23, has 
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In Short— Management for the Third Interna announced the election of the follow 
(Continued from page 15) tional Automation Exposition which ing officers: Presidem, Rodney B. Wil 
will be held Novernber 26-30 at the cox, Connecticut General Life Ins. Co.; 
- “ Trade Show Building, 500 Eighth idents: Charles Andrew, Jet 

ning August 6th, will be Application Sian al — Uae x ; A ; sal | 
; Ave. Gordon L. Mattson, who will ferson Standard Life Ins. Co.; William 

A of Computers to Engineering, Science : : 
and lndustry.” manage the conference, served the Uni tabcock, Jr. Keystone Auto Club 

an austry. , . aaa + 
Y versity of Chicago in a similar capacity Casualty Co.; Lielyn M. Cox, Employ 
‘ : last fall. . a 

oe eT a ae st fall ers Mutual Liability Ins. Co.; John D. 
executives to be held in fall Hicks, Fidelity Mutual Life Ins. Co.; 


Plaaned fer cenior euscutives cals SAGA enncunces clection of officers Ernest E. McCandless, United Benefit 
an = Ofhce Automation Conterence The Insurance Accounting and Sta Life Ins. Co.; and Matthew Roder 
will be held in New York in Novem tistical Association, which held its 34th mund, Interboro Mutual Indemnity af ; 
ber, under the joint sponsorship of annual Business Conference and Ins. Co, 
Fordham U niversity School of Business Equipment Show at the Hotel New 


a A>, & 


- People in the News 


' ; bs WS ioe 

~ 5 5 (Y 
ape rans licen E. ]. Hayne has been named man 
w Ww Y ager of plant accounting, Pittsburgh 


Coke & Chemical Co., Pittsburgh. 


WHITEPRINT Walter ]. Wolford, accounting serv 


ices manager, A. B. Dick Co., Chicago, 


M A AY :¥ FE R C O P 2 P A P FE R has been nig! saree hs ( 2 


cago chapter, 


4 countants Association. 
( ¢ e _ LOW- COST Dire Ct- -Copy William F. Hoey has been appointed 
t —“. 


sales ofhce manager at the headquarters 


Reproduction of Oswego Falls-Sealright Co., Fulton, 


N. Y., and will continue also as sales 


supery isor. 


e Pe r fect Copies James Kk. Lindsay, secretary-treasurer 


of Heyden Chemical Corp., New York, 
EVERY TIME! has been named treasurer of American 
s Plastics Corp., a Heyden subsidiary. 
Walter R. Boris has been elected sec 
With the use of direct-print copy ma- retary of Consumers Power Co., Jack 
chines becoming daily more widespread 


in the business field, the demand for 
a high-quality, low-cost translucent otte, who has retired. 


master paper has grown tremendously 


son, Mich., succeeding Archie |. May 


Now, thanks to its 104 years of experi- 


ence in making special papers to exact- Thomas J. Watson, Sr.. 
ing specifications, Sorg has developed 4 

a high-grade translucent paper that of IBM, dies 

meets all the requirements of a top- Thomas J. Watson, Sr., board chair 
quality master sheet-——and yet is priced 

ioe enouahs to allow its use on EVERY man of International Business Ma- 
business form. chines Corp., died on June 19 in New 
Sorg's 410 Translucent is manufactured York of a heart attack. He was 82. 


with controlled translucency so that 


~ y 
whether you use typewriter, pen, pencil, In his early career Mr. Watson 


or you print it, you will always be sure worked 18 years for The National 
to get clean, sharp, identical copies Cash Register Co. In 1914 he became 
every time! In addition, it is strong id , C Tabul 

and durable stands up well under presi ent ot the Ampuling abulat 
erasures and frequent handling. | ing-Recording Co., which merged 


Your request on your own business letterhead will bring you with the International Business Ma 


a portfolio of 410 Translucent sample sheets for testing on chines Corp. ten years later and took 
your own direct-copy machine — as well as the name of your the name of the latter. 


eenee are anew Semprree y a Under Mr. Watson’s guidance IBM 
. “paper COMPAN = has grown enormously. It is reported 
THE sORG PA 


to have done more than half a bil 


lion dollars worth of business in 1955, 

Middletown, Ohio On May 8, Mr. Watson turned over 

Manufacturers and Converters of Stock Line and Specialty Papers the post of chief executive officer to 

Offices in NEW YORK, PHILADELPHIA, CHICAGO, BOSTON, ST. LOUIS, LOS ANGELES | Thomas J. Watson, Jr. (See picture 
a. on page 44.) 
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solidate information to eliminate some form 
PICK ANY PRODUCT...REYNOLDS or add a pee a a ponent obey: aed 
& REYNOLDS CAN REDUCE transactions in another department... to men- 


tion a few. 

ITS RELATED PAPERWORK! If you feel there's an office procedure in 
your business that’s not “paying its way”, 
ask a Reynolds & Reynolds Representative 
to call. He will bring you the “know how” 
necessary to expertly analyze your problem 
and suggest the right corrective measures. 
Call your Reynolds & Reynolds representative 
today .. . no obligation! 


Whatever your product . . . a Reynolds & 
Reynolds Representative can show you how 
to streamline its related paperwork and re- 
duce office costs. Through everyday experi- 
ence, he has shown hundreds of businesses 
how to... combine several single forms into 
one multiple part set . . . employ the advan- 
tages of No Carbon Required Paper . . . con- OFFICES IN MOST PRINCIPAL CITIES 


THE REYNOLDS & REYNOLDS COMPANY 


LITHOGRAPHERS AND PRINTERS © BUSINESS FORMS SINCE 1866 
PLANTS: DAYTON, CELINA, OHIO; DALLAS, TEXAS; LOS ANGELES, CALIFORNIA 
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C.C.MOKUM SOLVES ANOTHER 


COFFEE BREAK 
PROBLEM 


OH,THAT 
COFFE 


COMPLETE CONTROL MOKUM IS 
MAH NAME, AN‘! CONTROLLIN’ 
COFFEE BREAKS IS MAH 
GAME.—WIF TH’ RUDD- 
MELIKIAN COFFEE. 

DISPENSERS’ 


THE pes THAT KWikK 
KAFE. COFFEE, CC— 
SAVES ‘EM TRIPS 
OUTSIDE, IN ALL. 
KINDS O' WI gee 
AND SAVES TIME 


The coffee-break is a problem in any size office 
or plant! A Rudd-Melikian dispenser is the 
answer. ‘It's enjoyed by employees—helps keep 
them at the job. Conveniently and dependably 
serves Kwik-Kafé coffee—100% pure, fresh- 
frozen. Check with your local Kwik-Kafé dealer 
or write direct to us for complete details. 


RUDD-MELIKIAN, INC. [GI | 


Hatboro, Pa. i] 
Gentlemen 

Piease send me Booklet 16-G, explaining how 
to control the coffee-break with R-M dispensers 


Name... Lahore behaChentaehenkas , | 


eke .. Tone... State....... l 
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| Supervisors— 
| 


(From page 34) 


aml fielders or a couple of 20 game 


pate hers more than the other, or a 


| college coach gets a few more quality 
| players than the others and they win 
| the pennant. But the other teams in 


the league have to do with less. The 
| result is that there are teams in tenth 
place and spread all the way to the 
| mumber one place. This fact is sig 
nificant for those who clawn that work 
or production standards reached by one 
| group or individual can be obtained 
by all. 
So it is with Dick Bryant who man 
ages his team of nine requisition check 
ers. He has about all the talent he will 
get. It is his job to manage it as well 
as the can and keep wt as high in the 
requisition checking league standing 
as possible. He should not and cannot 
be judged, controlled, disciplined or 
piven a bonus either bex ause he cx ceeds 
or falls below the standard. A coach 
who is a hero managing one team, 
becomes a “bum” a year or two later 
when his manning changes. What is 
true of Dick's requisition checkers is 
also true of some other supervisor's 
growp of 10 clerical workers, another 
supervisor's group 20 bookkeepers, 
another supervisor's group of 15 auto 
| mechanics and another supervisor's 
group of 29 carpenters. Because that is 
all the talent there is; there isn’t any 
more. 

There is no intent in this discussion 
to paint a gloomy picture. Rather, 
attempt has been made to outline 
“some facts of life.” It seems that these 
facts of life can be approached in a 
positive rather than a negative way. 
Some of these positive methods we who 
are concerned with production can 
follow are: 

We can train and encourage first line 

| supervisors to use the “good operator 
method” of setting production stand 
ards as Dick Bryant did and take action 
with the group and each individual to 

| improve his productivity. We can 
make them the real coaches or man 
agers of their teams. 


We can, as each takes over as man 
| ager of his team, impose fewer stand 
ards, controls, and restrictions on his 
work. Lessen his load of paper work, 
| reports and statistics, thus giving him 
more time to get on with the real 
production of his unit. We can see, 


Dick’s case, the minimum of paper 


Inquiry Coupon on Last Page 


work involved as compared with many 


of the systems developed by the experts. 

This idea of getting supervisors to 
set their own production standards 1s 
only a beginning toward raising their 
status and stature. Certainly we have 
seen in Dick’s case how he mmediate- 
ly became involved, once his 2.5 min- 
ute standard had been set, in training 
his workers, in correcung their work 
habits and in handling attitude and 
human relations problems. 


Restoring supervisors’ authority 


More and more, and perhaps justly 
so, we have taken responsibility from 
our supervisory personnel. More and 
more we have controlled and regulated 
their work with standards, formulae 
and restrictions. Because of this they 
have lost at least some of the status 
they used to have. 

We might conclude that many of 
the responsibilities taken from them 
can be reassumed to the advantage 
of all concerned. Certainly, we can 
identify many of the responsibilities 
which they can be trained both as to 
skills and attitudes, to reassume. When 
and if we do, we will add to their 
status and stature, we will help them 
to know, rather than question, that 
they belong to the management of the 
company. 

When and if we do, our fortunes, 
our good fortunes that is, will be told 
by these supervisors and their workers. 
These supervisors, like the top non 
coms in the military, make or break 
our organizations. 

Certainly the increased production 
and the profits that come from the 
work of the first line supervisors as 
they set standards and resume other 
management responsibrlitics should be 
shared in at least three ways. Part of 
the increase should go into increased 
pay for workers and the supervisors, 
part should go into increased profits 
for the company and part should be 
used to give the consumer a little better 
product at a little better price. 

In the broadest sense, then, when 
when we say that supervisors can tell 
our fortunes, our good fortunes that is, 
we mean their own fortunes, the work 
ers’ fortunes, the management's for 
tunes and to a degree the nation’s and 
the public's fortunes 

The combination of all these are our 
fortunes. 
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New Victor Automatic Printing Calculator 


Saves You Costly Man-Hours Because It’s 
Simpler, Easier, More Accurate To Use 


Here’s the greatest advancement in calculators in a decade. This ex- 
clusive Victor feature lets you multiply or divide with a gentle “Flick” 
of your finger. No mental counting. “Up” to multiply . . . “Down” to 
divide . . . middle position to add or subtract—and all automatically! 

The new Victor Calculator prints your figures on tape, just as you 
would write them. Automatic Constant lever holds figures for repeated 
division or multiplication. Exclusive Total Transfer button eliminates 
need for re-entering totals. 

Find out how much this Victor “Flick” can do for you—look under 
“V” for Victor in the adding machine section of your classified phone 
book or mail the coupon below. 


VICTOR ADDING MACHINE CO. | 
Chicago 18, Illinois | eens 

Victor-McCaskey Limited, Galt, Ontario | 

| 


Manufacturers of Business Machines, Cash Registers, Business 
and Industrial Systems, Electronic Equipment, Electri-Cors 
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VICTOR ADDING MACHINE CO., Chicago 18, Illinois °% 7% 


Send me brochure on the New Victor Automatic Printing Calcu- 
lator, showing all the features. 
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How you can read faster 


while learning more 


by Dr. Nila Banton Smith 


Director, Reading Institute, 
New York University 


From a forthcoming book by Nila B. 
Smith to be published by Prentice-Hall, 


Inc. Copyright, 1956, by Prentice-Hall, Inc. 


N THE FIRST instalment you took 
a test to find out how well you read 
before you did any work with the ma 
terial. You checked both your speed 
and comprehension in reading a non 
technical selection at that time. 

In this instalment you will have the 
opportunity to take another test to find 
The arti 
cle provided for this test is also non 


out how well you read now. 


technical and similar in ease of reading 


Time Begun— 

Time Finished— 
Reading Time— 
Reading Rate— 


Comprehensive Score— 


ON “OL 
“AS on 9 ON '¢ 
LR oN "C OW ZF 
A *L em, ‘D “ “t 


Answers to reading quiz 


58 


to the one which was presented in the 
first instalment, It is possible for you to 
read an article of this type at your 
highest rate. So torce your speed as 
suggested earlier in the series and use 
all other techniques which you have 


learned and which are 


applicable to 
the reading of this selection. 

Following the reading of the article 
you will be given a speed check and a 
comprehension test. The results from 
these two checks will enable you to 
compare your speed and comprehen 
sion scores at the present time with 
those which you made in reading the 
article in the first instalment. 

Jot down the time that you begin 
reading and the time that you finish, 
as usual. 

Ready! Start! 

Time begun— 

“Can reading withstand the com 
petition? 


**lT count that man a friend,’ said 


om _ =I 


Abraham Lincoln, ‘who gives me a 
book. Everything | want to know is 
in books.’ 

“Modern man might argue with Lin- 
coln. He might say that now much 
that we want to know can be got from 
the radio, the television and the movies. 
science has 
grooved many new channels of com- 
munication, 


Since Lincoln’s time, 


“There is no arguing with the great 
value and utility of these new media. 
They are attractive and seductive. To 
read is to think, to conjure up in the 
imagination the scenes and characters 
suggested by the printed lines. Read- 
ing, in other words, is an active proc- 
ess. Sitting before the radio, the TV or 
the movies is essentially a passive oc- 
Beyond 


doubt the new media have brought a 


cupation, a ‘spectator sport.’ 


great deal of ease into our hurried 
lives. They have also brought, at least 
to the minds of thoughtful men, an un- 
easy question. 

“What of reading now? The new 
Will they 
shortly force reading, which requires 


media are so easy to take. 


effort, to bow out of the picture? Is 


the day near when we wil] dust our 


(To page 61) 
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Immediate account information is available at any 


branch under new system installed by Jersey bank 


The first installation of a new type 
of electronic data processing system de- 
signed by the Teleregister Corporation, 
Stamford, Connecticut, will be made 
in the Howard Savings Institution, 
Newark, N. J., 


nouncement by Teleregister. 


according to an an 


The new system, Teleregister reports, 
will allow tellers in the main office of 
the Howard Savings Institution, or at 
any of its five branch offices, to have 
immediate access to information on the 
status of any account at any branch. 
Similarly deposits or withdrawals can 
be recorded immediately on central 
office memory drums by any teller. 

The new system, beside providing 


tellers with almost instantaneous infor 


mation on any one of 250,000 accounts, 
also computes interest and can handle 
accounting procedures for mortgages, 
pay day savings and savings club ac 
counts, according to the bank's presi 


dent, William L. Maude. 


Burroughs shows new printer 


Burroughs Corporation has an 


nounced what it terms the fastest 
punched-<ard fed printing process yet 
developed for accounting and document 
production purposes. The Series G 
Electronic Printer Punch can print 
more than 41,000 characters per min 
ute, the manufacturer reports, 

The first production model installed 


promises to cut production costs of 


direct mail advertising and subscription 
mailings 50 per cent, according to the 
purchaser, William Watson, president, 
Names 
N. Y. 


In its initial press demonstration in 


Fulfillment, Inc., Irvington, 


New York, the machine printed name 
and address labels at the rate of 900 a 
minute for a newsletter going to a 
credit charge club; identified names ot 
members who had not used the charge 
system the previous month, separated 
their cards from the master file, and 
addressed separate promotion pieces 
urging the non-users to make more 
active use of their accounts, All actions 
were accomplished in one runthrough 
of cards in the machine. (To page 78) 


Burroughs Series G electronic printer punch goes through ite paces at its first showing 
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Reading— 
(From page 58) 


libraries into the ash can and lose 
touch forever with al] that sparkle, all 
that refreshment for mind and soul 
that great men and women have pre 
served for us between the covers of 
books? 

“The men and women who are seek 
ing Reading Improvement these days 
say ‘No.’ They say only on the printed 
page can they find the specialized 
knowledge their jobs and social obliga 
tions demand. And in addition, many 
of these modern adults express unsatis 
hed hunger for the personal enjoyment 
which can be found only in reading 
novels, books of travel, biographies and 
the great classics which have stood the 
test of time. 


Needs for reading 


“Daily the writer talks with adults 
who feel deeply the need for reading. 
A few of their quotations will be given 
below to indicate the types of reading 
needs which are being felt in this day 
and age. 

“Mr. B., a sales manager for a com 
pany which manufactures technical 
gadgets came with this story: “These 
gadgets that my company sells change 
so rapidly,’ said he, ‘that I just can’t 
keep up with the developments unless 
I do a tremendous amount of reading. 
In my work I have to know all about 
these different products in order to 
talk with the salesmen in the field. If 
I don’t speed up my reading, the time 
will soon come when I won't be able 
to go to bed at all.’ 

“Mr. K., an oil executive, expressed 
his needs for extensive and thorough 
reading in this way: ‘I have to know 
what's going on in the World of Oi! 
oil markets, oil prices, supply and de 
mand, new developments, effect of cur 
rent happenings in the oil industry, etc. 
My trade journals and new periodicals 
are piling up on me. I must find some 
way of covering them more thoroughly 
and extensively. This information is 
vital to my work!’ 

“Mr. K., a radio announcer, came 
with this story: ‘I’ve recently been made 
an announcer. The program to which 
I've been assigned is concerned with 
classical music. I have to read continu 
ously to find information about the 
great composers, the period in which 


they lived, the conditions under which 
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they worked, the circumstances which 
led to certain compositions. Further 
more. I need to know about artists and 
poets and writers who lived contempor 
aneously with the music masters. All of 
this I need right along in my daily 
work. Immediately, I want to cover all 
of the works of Shakespeare—in this 
case, not because I need Shakespeare in 
my work too much but just because I’ve 
gotten interested in all of this classical 
stuff.’ 
“Mrs. L., 


woman of Iraquian birth, began with 


an attractive black-haired 


a timid approach but a determined eye. 
‘My husband was an American,’ she ex 
plained with a charming accent. ‘He 
brought me to this country and taught 
me English and to read a little. Now 
the children beg me to read stories and 
the comics to them. I can’t read well 
enough so they can understand. Today 
my three-year old said, “Mummie, you 
should read better than that. I don't 
know what Peter Rabbit said.” Please 
teach me to read better so my children 
can enjoy the stories in their story 
books. And I'd like to do more read 
ing on my own, too—current events, 
plays, novels, home magazines, etc, | 
feel that I’m missing a lot!’ 

“Mr. H., 


company and a fabulously wealthy 


President of a beverage 


gentleman, was sixty and retiring. ‘All 
of my life I have longed to read,’ said 
he, ‘and never could spare the time. 
Now I am going to have plenty of time 
but I read so slowly I won't be able 
to cover half of the books I want to. 
Speed me up so that I can satisfy the 
hunger that I've always felt for novels, 
books of travel, biographies—and all 
the rest.’ 

“Here we have a few examples of 
needs which individuals feel for read 
ing—pressing needs for specialized in 
formation pertaining to their jobs, and 
personal needs for enlightenment and 
emoyment. 


Advantages of reading 


“Not only do we need to read, but 
the medium of reading has certain 
advantages over the other media: ad 
vantages which are inherent in read 
ing, itself, and which can be reabized 
through reading, and reading alone. 

“In reading you are free to choose 
what you want and to interpret it in 
terms of your own thinking. It is incon 
cervable that Americans, brought up 


in the rough and tumble of democracy, 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 


New Booklet tells of... 


160 Ways 
to Use 
AUTOMATIC 
TYPING 


It’s no secret that individually 
typed letters bring better re- 
sults. But hand typed letters 
can become very expensive 
when used in volume for 
routine correspondence or 
direct-mail selling. 


Automatic typing of personal- 
ized letters by Auto-typist 
equipment is the economical 
solution. Just how automatic 
typing can be used to cut 
costs and increase returns is 
contained in the 16-page 
booklet, “How to Use the 
Auto-typist.” Present appli- 
cations by business, industry 
and institutions are listed 
along with comments on the 
equipment. Fill out the cou- 
pon to receive your copy. 


World's Largest Manufacturer of 
Pneumatic Typing Machines 


(Pee eer eeeeeeeee reese eeeee 


AMERICAN AUTOMATIC TYPEWRITER CO 
Dept. i47 
7373 No. Pulaski Road, Chicago W. Ii! 
Gentiemen 

Please send me a copy of ‘How to Use the 
Avto-typist.”’ 
Nome 
Company & Title 
Address 


City lene Stote 
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would ever abrogate this right, would 
ever submit to having all their infor 
mation 


and entertainment ladled out 


to them on a limited take-it-or-leave-it 
basis. 

“In reading, the heritage of the ages 
is stored up for us, and holds out to us 
an inexhaustible source for selection. 
Reading embraces a greater range and 
variety of material than is available 
through any other communication me 
dium and it is readily available to us 
whenever our imdividual time or in 
terests move us to explore the printed 
trailways. 

“Another advantage which reading 
has over other communication agencies 
is that jt is speedier. For an efficient 
reader, reading is more economical of 
time than TV, radio or pictures. The 
rapid reader, for example, could prob 
ably gather as much information by 
skimming a newspaper for five min 
utes as he could obtain from a fifteen 
minute broadcast slowed down to the 
rate of the commentator’s oral speech 
and with commercials, 


station identification, and other radio 


imerspersed 


conventionalities, Try it and see! 
“Reading has still another significant 
point in its favor as compared with the 


Spee-D-Ada 
says: 


Lew SHEETS. Most versatile 
kind of addressing label. Type- 
writer size sheets for typing and 
duplicating. Type 33 labels with 
one insertion in typewriter. Make 
carbons for multiple mailings. Lint- 
free; pod-free. 33 labels, 2' 6” x 
1”, per sheet. 


All with Dennison 
special formula gumming 
for tight adhesion 


Ge ee a 


® 


The 


process is more adjustable to our in- 


more modern media. reading 
dividual purposes and rates of assimila 
tion. In reading, the individual may 
proceed at his own pace, he rnay choose 
that to which he wishes to give atten 
tion and skip that in which he is not 
interested. If he doesn’t quite under 
stand a phrase or sentence; if he en 
joys some particularly beautiful passage 
and wants to linger over it—then he 
may turn back and go over the particu 
lar section again as many times as he 
likes. 


television the aim is mass consumption 
that is all. Maybe you don’t under 


Whule in the movies, radio and 


stand parts of the presentation, maybe 
you would like to see or hear parts of 
wt again, maybe it was too slow foi 
you, maybe it was too fast for you! 
But all of this is beyond your control 
in using all media except reading. 
“Surely the movie, the radio and tele 
have entrenched 


vision themselves in 


American life to such an extent that 
no one would care to argue the possi 
bility of their endurance and future 
possibilities. They are truly wonder 
ful 


feel that life would be drab, indeed, 


inventions and most of us would 


without them. There is and should be 


a very large place for these mass com- 
munication media in our present-day 
But this necessarily 
mean that the activity of réading is 


living. doesn’t 
going to pass out of the American 
scene. 

“No, reading is not on its last legs. 
On the contrary. Rising book sales and 
peak magazine subscriptions indicate 
a growing interest in reading, partly, 
one suspects, because the newer media 
of communications are stimulating 
among an ever-widening audience a 
desire for the benefits which reading 
and reading alone can provide. Read 


will hold 


advantages which are inherent in read 


ing its own because wt has 
ing itself, advantages that can be fruit 
fully supplemented but never displaced 
or duplicated by any other form of 


communication.” 


Write the time begun, time finished, 
and reading time in the table on page 
58 as usual. Compute your reading 
rate by referring to the scale on page 
58 and that number in 
table on the same page also. 


write the 

Without referring back to the article, 
read these statements and write “Yes” 
(To 


page 66) 


Here are <= Smart ways 


to speed up your mailings...use 
Dennison Addressing Labels 


| 
| 
J 


2. IN CARBON SETS. Quick, 
clean, easy for typing multiple 
mailings. Four sheets of couponed 
label paper collated with one-time 
carbons. Labels stay lined up until 
snapped apart. 33 labels, 2'/.6” x 
16”, per sheet; 132 to set. 


ee 


At your stationer’s 
or write for the name 
of your nearest dealer. 


mia eae 


FRAMINGH 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 


<3. IN ROLLS. Quickest, easiest 
for one-time mailings. Labels come 
in continuous strip for convenient 
typing and attaching. 1000 labels, 
7 ae. 
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STOCK RECORDS 


FILES 


CREDIT FILES 


COST RECORDS 


PURCHASING 
RECORDS 


INSURANCE 
RECORDS 


PAYROLL 
RECORDS 


You'll ride the crest of high output efficiency 
with this all-in-one, fatigue-reducing work 
station. Kard-Veyer is the new electrically- 
powered card-file unit that cuts finding, 
posting and filing time to seconds. 


At the touch of a button as many as 8,800 
cards come into view on a single carrier. 
Two carriers or over 17,000 cards revolve 
into place right before your eyes. Kard- 
Veyer holds from 16,000 to 80,000 record 
cards in sizes 8” x 5” to 24” x 3” including 
standard punched-cards 7%4” x 314”. 


mechanize active card 
reference files 


with KARD-VEYER 


Get a broader, faster, better view of your 
records on Kard-Veyer. For any type of 
large, active reference file, Kard-Veyer 
gives you motion economy that means 
greater productivity than ever before... 
saves profit dollars in time and space. 


Investigate Kard-Veyer today! A clearly 
illustrated Kard-Veyer booklet is yours for 
the asking. Call the Remington Rand 
Office near you, or, write to Room 1735, 
315 Fourth Avenue, New York 10. Ask for 
LBV706. 


Remington Feand 


DIVISION OF SPERRY RAND CORPORATION. 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 


Hy x 4 
| : 4, hw 
| ‘. 
a 
— a, 
. ‘ : : 
a. es te La 
« Ws @cageae # - 
‘ - -. 5 et ie 
~~ a t 
— . a 7. <a e me 

~ . - = ee, 3 0 

€ : ie. un © ead 

“a — ie : hs: , nd Eton 

; , ae | r & 

= a. 1 : ’ ee 

; a a ak Ay . 2 a? 
| 2? | Ea “i. 
oie ) ee | wei 

a 4 

; ev f 
i ; see 

4 | f 

= 

, oF 
: ia 
ey 
. . DP vac at i 
ii: 
{i 
aig 

coat 

Bie at 
lg 
: bg 
a 
% 
° % att 


Semi-annual Index 


January-June, 1956 


Association News 


Electronic units have proved themselves 


64 


AMA speakers declare April, page 
Office manager's role vital today, OMAC 

seminar told April, page 
View company operations as a whole, AMA 

speakers urge Part 1—May, page 

Part 2—June page 

YOMA announces plans for this month's 

Philadelphia conference May, page 
Organization for foreign operations stressed 

at AMA meeting June page 
NOMA 'S annual conference opens June, page 
Automation in the Office 
Office automation, 1956, fact and fantasy 

by Robert M. Smith January, page 
Automation is an evolution, not a revolution 

by W. P. Livingston January, page 
Punched cards are they obsolete 

by Robert E.. Slater January, page 
Random access its meaning and its im 

plications 

by Ben Conway March page 
Layout and Equipment 
How to plan space for the modern office 

by Kenneth H. Ripnen January, page 
Why better furnishings mean better work 

by George W. Reinoehl January, page 
Association office solves long, narrow space 

problem February, page 
American Investment’s new offices — old as 

Egypt, modern as today March, page 
Standard units woven into custom design in 

new publishing office April, page 
They practice what they preach in new real 

estate office May page 


management 


i. 4! 


+ 


Personnel 


Personnel, 


past, present and future 
by Keith Lee January, 
Good personnel direction means forceful 
selling 
Jules M. Graubard January 
How to insure success for your human rela- 
tions program 
by W. E. Dewey... April 
Keeping tabs on employee morale 
by Ernest W. Fair May, 


Special Features 


“Office of the Year 


How you can read faster while learning more 


Awards section January, 


by Dr. Nila Banton Smith Part 1—February 
Part 2—March 
Part 3—April, 
Part 4—May, 
Part 5—June, 
New airline office combines travel, banking, 


reservation facilities February 


7 
Now small offices can have medical services, 


too... March 
Medical catastrophe insurance, variable pen 

sions are major benefit trends 

by Robert M. Smith May 
Seven sacred cows of clerical routine do 

we need them? 

by Arthur Barcan Part 1—June, 


Systems Design and Methods 


The seven essential steps in good systems 
design 
by Ralph Fairbanks January, 


Forms control gives cost control 


by Frank M 


The new approach to records management 
by Emmett Leahy 


Knox January, 


January, 


Forms their design, control, usage 
by George Biek Part 1—February, 
Part 2—-March 
Part 3—April 
How to write a good report 
by John R. Mayer February 
Why every company needs a filing manual 
by A. A. Deter February, 


How a one-writing system coordinated Fair 


child's change to mass production 


by Robert W. Martz i March 
How to analyze and revise old forms for 

maximum effectiveness 

by Leslie H. Matthies June 


Tools of the Office 


by Robert Beeman 


A review of current office 


equipment January, 


Equipment for integrated data processing 


Duplicating equipment March, 
Air conditioning equipment and fans April, 
Record protection equipment May, 
Acoustical materials; floor coverings; over 

head lighting June, 


February, 
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Du Pont Presents 


a stunning selection of vinyl upholstery patterns in 


Breathable Fabrilite 
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ONLY BREATHABLE “FABRILITE" 
OFFERS ALL THESE ADVANTAGES — 


q Thousands of invisible pores that breathe ~— 


for floating-on-air comfort Some aye 


eee 


formerly a high-fashion exclusive of 


ry - ; ; THE FAR EAST LOOK 
Continuous vinyl coating that leaves 


luxury fabrics—is now available in extradurable vinyl up 


: : holstery, Siam—newest pattern in Du Pont breathable 

no exposed fabric to soil Pabrilite breathes with the very air of the Orient. Its 

: $a , delicately worked design gives the effect of pongee, and its 

’ Exclusive Du Pont finish that resists unusual grain has the rich texture of raw silk. Siam is executed 


in lustrous, fade-resistant Jewel Tonet colors ten compatible 


dirt and wear... washes completely 


metallic tints (including for the fret time a true gold color) that 


clean with a soapy sponge will brighten any room. The result of years of research, Jewel 


Tone colors are available only in Siam breathable “Pabrilite 
Pheir fade-resistant characteristic assures the color's lasting the 
life of the extra-rugged vinyl! {Patent Applied Por 


NOW YOU CAN ENJOY high-style uphol from waiting room to dining room. The tive beauty will prove there's no vinyl 
x stery that provides both the cleanability introduction of Siam— with its seductive upholstery like Du Pont breathable 

and durability of vinyl plastic and the Far bast look — provides still a third babrilite 

airy comfort of a woven fabric! All three choice of a strikingly diflerent pattern to E. I. du Pont de Nemours & Co. (Inc.) 

patterns in breathable Fabrilite’* have the suit your décor Fabrics Division. Wilmington 98, Del 

exclusive Du Pont plasticizer system which Castleton. Dorchester, Siam—their ex ©: Pahviliss” ie Du Pant’s ranteered trademath far ite dlaatie 


takes full advantage of its elastic knitted 


fabric backing. Besides comfort and dura 


supported vinyl upholstery. ** Dengn Patent 17541 
tra durability, extra comfort, extra protes a ’ agains 


There's no vinyl upholstery 
like Du Pont 


Fabrilite’ 


~.. elastic-supported vinyl upholstery 


ance of luxurious hand-loomed tweed. Its Blow emake right through it! \iwual proot (labowe) 


bility, the result is an easy-to-clean seat 
ing surface that stays pliable and retains 


its original shape 


And each pattern possesses its own dis 
tinctive design! Castleton was created by 
world-famous Russel Wright as a “living” 
abstraction. The pattern ** ac tually changes 
when viewed from different angles — subtle 
overtones and striking contrasts appear in 
unusual combination. Styled in 15 exeit 


ing deeptones and paste ls. 
Dorchester presents the quality appear 


shows you that breathable “Fabrilite” upholstery really 556.0. 5.988.677 
fine twilly texture enhances every setting breathes for the utmost in comfort BETTER THINGS FOR BETTER LIVING... THROUGH CHEMISTRY 
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| Ever watch someone 
searching in a messy file 
| drawer for a letter or 
folder? Ever do it your- 
self? Takes time. Frays 
~~" tempers. Costs money. 
Why not have your files in a condition 
you'll be proud to show? Ac co-binding is 
the answer. Put your letters, invoices, con- 
tracts, orders — all your papers —in Aecco- 
bind Folders. They'll be safely filed 
where you want them — until you want 
them. And your files will be neat, orderly, 
efficient, Accobind folders also save con- 
siderable space in filing cabinets. Your 
stationer will be glad to show you the fea- 
tures of Accobind Folders, (all sizes and 5 
colors), and other Acco products. Ask him. 


The Accopress 
Binder com. 
bines loose leaf 
convenience, 
large capacity 
and economy. 
Ideal for Cata- 
log Covers. 


When transfer time 
comes just slip the 
bound papers from 
the Accobind Falder, 
insert «@ new Acco 
Fastener andthe 
Folder is ready for 
another year's filing. 


ACCOBIND folders 
ACCOPRESS binders 
PIN-PRONG binders 
(for marginal multiple punched forms) 
ACCO clamps 
ACCO punches 


THE ACCOWAY SYSTEM 
(for filing Blueprints and all large sheets) 


and other filing supplies 


ACCO PRODUCTS, Inc. 
Ogdensburg, New York 

In Canada; Aece Canadtam Co, Led., Teronte 
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Reading— 


(From page 62) 


at the beginning of each one which you 
think is correct, and “No” at the be 
ginning of each one which you think 
iS mecorrect. 


1. Modern man would probably 
agree with Lincoln in his attitude 
toward books. 

2. Television requires more active 


effort than reading. 


—3, There is no arguing with the 
great value and utility of the new me 


dia of TV, radio and movies. 


4. The oil executive felt a need to 
do more reading in connection with 
trade journals and periodicals that had 


a bearing on his special field. 


5. The radio announcer wanted to 
do more reading of Shakespeare be 
cause he needed it particularly in his 
work, 


6. The president of the beverage 
company particularly wanted to read 


more information about his business. 
7. Reading embraces a greater 
range and variety of material than is 
available through any other commu 
nications medium. 
8. For an efhicient reader, reading 
is more economical of time than TV, 


radio or pictures. 


9, Reading is more adjustable to 
our individual purposes and rates than 


other media of communication. 


10, Book sales and magazine sub 
scriptions are suffering heavy losses 
due to the newer media of communica 
tion. 


Check the accuracy of your answers 
with the key on page 58. Allow a 
score of 10 for each correct answer. 
Record your total score in the appropri 


ate space in the table on page 58. 
Comparing results 


The scores from this last test should 
show that you have made much im 
provement since beginning this series. 
This improvement should not cease, 
however, with this last installment. 
No end points have been found for 
the number of words per minute 
which an individual can read, nor for 
the depths of comprehension which he 
may attain, Keep on practicing the 
techniques which you have been taught, 
and keep on improving! The frontier 
ts open to all who care to adventure in 
the realm of reading improvement. 


Seven sacred cows— 
(From page 31) 


us—or is it that we do not know that 
it is hurting us? The average com- 
pany maintains at least 2,000 pieces of 
paper for every person on the payroll. 
Processing these records at a conserva- 
tive 20 cents apiece creates an overhead 
cost for paperwork alone of $400 per 
year (equipment, supplies, personnel, 
etc.) for every man on the payroll. In 
a government agency, a personnel of- 
fice, or a public utility (surprisingly 
enough, the data are comparable), mul- 
tiply the volume and costs by five. 
Raise the ante to at least ten times the 
2,000 pieces of paper and $400 per 
year tor accounting offices or purchas- 
ing offices for concentrated paperwork 
operations. These are substantial 
amounts actually eating away at net 
profits in every company. And there 
is 65 cents waste in the average dollar 
spent for paperwork today. 

See— these are embarrassing (though 
proven) data. Is it not much better to 
hide the knowledge that there are new 
professional techniques to establish ef- 
fective paperwork for the one-man to 
the 10,000-man organization? Is it 
not much better to look the other way 
when audits can establish in one to 
three days just exactly how efficient 
the operation is when measured against 
scientific standards? Is it not much 
better to muddle along with a few 
“school solutions” and common sense 
than admit the need for change or for 
assistance? 

It must be much better because that 
is what we are doing. 


AMA— 
(From page 27) 


The rewards will be great for the 
company that gives senious attention 
and its best thinking to the planning 
function, he said, but there are dit 
ficulties in establishing a long range 
planning program. One is the lack of 
time on the part of busy executives. 
A second, is the “not wholly negative, 
but definitely skeptical attitude toward 
planning which permeates virtually 
every area of modern business.” 

This attitude, he continued, is found 
in all levels of business but is most 
prevalent in specialist categories, and 
among those employees who have com- 
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with these top-quality 


NOW 
TO SIGN UP FOR THE 


1956 INTERNATIONAL 
SYSTEMS MEETING 


October 22-23-24 
Bellevue-Stratford Hotel - Philadelphia, Pa. 


Two-and-a-half days of informative, profitable 
meetings designed to help you do a better job 


BEST YEAR YET...DON'T MISS IT 


General Sessions—Authoritative, up-to-date 
evaluations of systems in action. 


Seminars—Round-table discussions of systems 
problems. Wide selection of subjects from 
which to choose. 


Industry Group Meetings —Selected industries. 
NEW D Shirt-sleeve exchange of ideas, theories, and 
problems common to specific business activities. 


1956 SPECIAL NEW FEATURES 


Closed Circuit TV—A closed-circuit TV pro- 
gram has been arranged with the U. S. Naval 
Aviation Supply Office, Phila., to cover the 
operation of their IBM-702. Two way video- 
audio contact for question and answer period. 


Ist International Systems Award—For the first 
time in the history of the association, an Inter- 
national Systems Award will be presented to a 
nationally known person whose contribution to 
American management has been significant in 
the light of SPA principles. 


GET FULL DETAILS TODAY 

Write: J. A. MacQueen, General Chairman, 1956 
International Systems Meeting, Dept. OM, 
Alan Wood Steel Compony, Conshohocken, Pa 


SYSTEMS AND PROCEDURES 
ASSOCIATION OF AMERICA 


JULY, 1956 For More information From Advertisers Use 


ENTIRE 


FOR ERASING 
e BALL POINT INK & LEAD 
e PEN & PENCIL WRITING 


e TYPEWRITING & 
BUSINESS MACHINE 
IMPRESSIONS 


The spiral-paper wrappings of 
these erasers provide easy pull- 
string pointing of the superb- 
texture rubber cores, protect them 
for cleanliness and freshness. And 
users appreciate the length, “bal- 
ance”, on-desk convenience and 
attractive appearance of these 
pencil-like erasers. 


1 Dozen Erasers to the Box, 6 
Boxes per 4 Gross Carton. 


ASK YOUR STATIONER 
ABOUT THEM TODAY! 


WELDON ROBERTS RUBBER CO. 
365 Sixth Ave., Newark 7,N. J. 


World's Foremost Eraser Specialists 


NO. 138 BALL POINT. 4 new, 7 
rubber texture especially com- 
pounded to erase ALL WRIT- 
ING IN BALL POINT INK 
AND LEAD. 


NO. 448 GREEN GLOW. Super 


rubber of soft green color for 


variety of pencil and cleaning work. Also 


ideal for art and drafting uses. 


NO. 378 GRAYPOINT. Musiness-like, gray col- 


BUSINESS 


ORGANIZATIONS—executives 
and employees—enthuse over these 
versatile, time-saving numbers. 


quality 
a wide 


ored rubber which convincingly and cleanly 
erases ink writing, typewriting and business 


machine impressions. 
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: Correct Mistakes in Any Language j * 
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Pretty little thing...and 
a big postage saver! 


e Now even the smallest office can have a 


precision mailing scale that saves postage costs 
and speeds mailing. 

e This handsome new model 4900 computes 
postage from 2 ounce to | pound —for 


all classes of mail. Its handy 
cylindrical chart permits 
swift, safe rating of 
letters and small parcels, 
including air mail. 
Prevents loss of postage 
through overpayment, 
and loss of good will 
through underpayment 


(with resulting “postage dues”). The 4900 can 
be a real saver of time and money in your office! 


@ Four larger models include a parcel post scale 


FREE: Handy desk or wall chart 
of Postal Rates, with parcel 


post map and sone finder 


PITNEY-BOWES 


Tel 


up to 70 Ibs. Ask your nearest PB office to show 
you—or write for free illustrated booklet. 


Mailing Scales 


Pitney-Bowes, Inc., 2948 Walnut St., Stamford, Conn. 


Made hy the originators of the postage meter 


How offices gain HOURS of 
“OVERTIME” - between 9 and 5 


with FAST, AUTOMATIC 


Federa/ DIAL 


INTERCOMMUNICATION 


—the private, inside telephone system that saves miles 
of walking . . . cuts paperwork . . . enables every 
executive and employee to do more work per day! 


@ TRANSMITS data in seconds vs. minutes or 
hours . . . reduces memo-writing. 

@ QUICKENS over-all operations... your staff 
functions as a unified, fast-acting team. 

@ CURTAILS desk-hopping and neediess con- 
versation . . . keeps employees on the job. 
@ UNLOADS your switchboard... puts all inter- 

office calls on a separate dial system. 


OPTIONAL features include, Dictation serv- 
ice, Conference service, Executive right-of-way, 
Paging and Mobile Radio tie-in. 


Write for booklet, to Dept. G-38 


Federal Telephone and Radio Company 


A Division of 
ol 1 Teleoh 


100 KINGSLAND ROAD «+ CLIFTON, N. J. 


and Telegraph Corporation 


Lin | 


@ SPEEDS incoming colls . . . gives faster serv- 
ice on the calls that talk “profit.” 

@ REDUCES operator costs, equipment rental 

. . euts call-backs and unauthorized calls. 

@ IMPROVES customer relations . . . stops irri- 
tation and hang-ups . . . builds good-will. 

@ OPERATES 24-hoursca-day free of switch- 
board...serves 10 to any number of stations. 


“Certified by a World of Research” 


A OlViSION OF 
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paratively few contacts with top man 
agement. 

Citing his own company s experience, 
sridges pointed out that a utility must 
have a good long range planning pro 
gram, since it must start creating tacili 
ties years in advance to meet antici 
pated needs. The size ol the taciities 
and the estimate of the needs must both 
be matched—and this requires the most 
exact advance planning. 

For these reasons, Cleveland Electric 
has adopted a policy of decentralized 
management to give top cxec utives 
more free time for planning and policy 
making, as opposed to routine operat 
ing duties, he said. 

“Authority was delegated down the 
line to allow decisions and action as 
near the firing line as possible,” he de 
clared, “with control through a plan 
of after-action appraisal.” 

In this reorganization, all clearly re 
lated activities were put under the 
same Supervisor, he said, and the entire 
chain of command was shortened. This 
was accomplished through the consol 
idation of activities and elimination oat 
all “one-overone” assistant positions. 
This in many cases allowed the elim 
ination of two layers of supervision, anc 
the reduction of the total number of 
supervisory layers to four or less, he 


de lared. 


Intermediate levels strengthened 


By the same token, new intermediate 
supervisory positions rece! ed more 
authority. 

The company clearly detined each 
supervisory positions area of action 
in a “responsibility guide,” and em 
phasized the principle of individual 
accountability for actions and results. 

In line with giving individuals more 
authority and more responsibility, the 
number of committees was substantial 
ly reduced. 

“This reorganization also helped to 
minimize the problem of skeptical at 
titudes toward planning,” Bridges 
said. “With the emphasis on individual 
accountability, employees became more 
aware of the Mm portance ol planning 
in fulfilling their own responsibilities.” 

Cleveland Electric has formed one 
new committee, even though it has 
discontinued many others, Bridges 
said—a committee to coordinate plan 
ning, to encourage it at all levels, and 
to control key planning jobs. The com 


mittee 15 composed of the resident, 


j 
the company vice president, and seven 
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group vice presidents, as well as a 


committee secretary. It can discuss 


planning projects and make recommen 
dations concerning them, but it has no 


authority to take final action on any 


planning project: that is considered a 


line responsibility. 


l he planning committee mects weck 


ly to check the progress of major proj 


ects, and suggest action in areas where 


it is felt that planning is inadequate. 


Each major planning project has a 

“sponsor” 
I 

committee to keep it informed of his 


who sits with the central 


projects progress. 
Cleveland Electric's policies ot de 
centralization, and increased emphasis 


on planning at all management levels 


have already benefited the company in 


various tangible ways, Bridges reported. 


“We now have a system for handling 
planning projects, a system of establish 


ing line responsibility, a system for co 


ordination of all elements involved, the 


mechanics and organization to attack 


problems, and a system for reporting 


progress,” he concluded. “In brief, ex 


| 
ial 


ecutive planning, gely through com 


mittee action, has set up a framework 


; ; } ’ 
for more ethcient planning and 


1] 


1" 
formance in ritually all areas ot ope! 


ations 


STO 


COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


THE 


COFFIELD 
EVERLASTING 


Interchangeable << 
ORGANIZATION 


CHART 


EASY TO CHANGE 


A typist, a typewriter and typing paper are all you 
peed to keep your chart up to date. It's that simple! 


* Sizes to Fit Any Organization Structure 
* Eliminates All Costly Drafting 

* Photographs for Sharp Prints 

* Invaluable as a Visual Training Aid 

* All Parts Are Movable and Re-usable 
* Solves Your Chart Probiem Forever 


Write for Free Ulustrated Folder 
with Price Schedule No. OM-7 


MANAGEMENT CONTROL CHARTS CO. 


1731 NM. WELLS ST. CHICAGO 14, ILL. 
JULY, 1956 


Emphasis shifted back to the need 
for greater application of the social sc 
ences in business management at the 
Thursday afternoon session, when Dr. 
Rensis Likert, director, 


Institute tor 
Social Research, University of 


Mich 
igan called for a fundamental change in 
the character of business management, 
saying that without such a change many 
business problems cannot be solved 

“Research demonstrates that present 
management systems produce sufherent 
ly strong hostile reaction among em 
ployees to restrict production appreci 
ably,” Dr. Likert told the 


search has also indicated, he continued, 


group. Re 


that the formal organization Of many 
companies is so inadequate that many 
important functions must be « arried on 


by the “informal organization.” 


New theory asked 


This demonstrates, according to Lik 
ert, the need for a new theory that wil! 
combine the resources of the scientiti 
management approach, and the insights 
obtained from research on leadership, 
motivation, and organizational factor 

Such should 


mional tore 


a theory, he went on, 


draw on the “major moti 


that influence human behavior in work 


ng situations—cconomic motives, eyo 


motives, security motives, curiosity, 


creativity, and the desire for new ex 


perk nces.” 
The most effective organization h 


continued, is one in which all 


person 


J 
A hu h 


1 ! 
have their own pertormance VOALS and 


nel be long to “well-knit” teams, 
standards. Such teams would be linked 
together by individuals holding over 
' 

ipping memberships in more than 
one group. 

Under this theory of organization, 
he declared, each work group would 
consist of one leader and all the per 
sonnel reporting to him. The leader in 
turn would be a subordinate in another 
group. Thus, each of the teams in the 
organization would be linked together 
by the andividuals who are in charge 
of one group, and are members of a 
higher one, 

The individuals serving as links can 


only perform their function well if 


11 
the yY are capabie both ot influen ing 


the group in which they are dominant, 
influenced by the 


ubordinate mem 


and on being group 
of which they are a 
ber, Likert said. This means that they 
must be good leaders and Joy il mem 
bers. 


Operations research, in spite of its 


The only 
concern in the United 
States specializing in 


the manufacture of rag 
fiber Onion Skin and 
Manifold papers. 


Fidelity Onion Skin 
Clearcopy Onion Skin 
Superior Manifold 


Their use greatly re- 
duces Typing, Mailing 
and Filing expenses in 
connection with 


Thin Letterheads 
Copies 
Records 
Forms 
Advertising 


SEND FOR SAMPLES 


ESLEECK 


Manufacturing Company 
Turners Falls, Masa. 
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What makes a 
_ publication — 
GROW | 


GROW 
GROW? 


Simply this: 
AN INDISPENSABLE 
EDITORIAL SERVICE 


Office Management 


is the fastest-growing publication for 
Management i oeiibes .. + with the 
largest ABC PAID circulation by far, 
in the big office market, because it is 
needed and heeded for its editorial 
leadership . . . for its spearheading of 
Office Automation . . . for its “Tools 
of the Office” features .. . for its Case 
Histories . . . for its sponsorship of the 
“Office of the Year” Awards... because 
it stands out like a beacon above the 
glut of publications in this field. 


The growth book 
in a growth 23,000* 
20,332 


market 


A.B.C. 
Paid” 14,053 
10,211 


MAY MAY MAY MAY 
1953 1954 1955 1956 
*Subject to A.B.C. Audit 


Advertisers agree! \fanufacturers of 


office machines, equipment, furnishings 
and supplies are placing bigger sched- 
ules for 1956 in OFFICE MANAGE- 
MENT because they have found it is 
the growth publication in this growth 
market! During the first four months 
of the year advertising in OFFICE 
MANAGEMENT increased 51% over 


the same period last year. 


Send for 
complete 
data 


© ® office 
management 


212 Fifth Avenue, New York 10,N.Y¥, 


GEYER McALLISTER PUBLICATIONS 
a Publishers wnce 1877 


forbidding title, is not a subject that 
should be avoided by the average com 
pany, Roger B. Crane, manager of re 
search, management sciences, Touche, 
Niven, Bailey & Smart, Detroit, told 
the top management group on Friday, 
the closing day of conference. It is not 
a collection of special mathematical 
tec hmiques, he asserted, but a function 
which most major companies are al 
ready carrying on under one name or 
another. 

Defining operations research as “re 
search on operations,” Mr. Crane broke 
the definition down further by stating 
that “research” in this context meant 
the use of recognized scientific princi 
ples and techniques, and “operations” 
meant the actual routines and plans of 
the company. 


O. R. unit budget 


In establishing a formal operations 
unit as a separate entity, Crane advised, 
the unit should be placed on the staff 
of the company executive responsible 
for overall company operations, plan 
ning, and control. It is best to place the 
operations research staff close to the 
center of the organization, the speaker 
explained, because the inherent com 
plexity of a high-level business problem 
is not necessarily greater than that of a 
low-level one, and therefore its cost of 
solution need not be higher. Moreover, 
solution of a major problem in a highly 
placed department almost always in 
volves the solution of problems existing 


in subsidiary departments. 


He suggested as a rule of thumb in 
creating an operations research unit 
that a budget of about 1/10 of one per 
cent of total company operating ex 
penses be allotted to operations re 
search. This allotment might be small 
er in extremely large companies, he de 
clared, since the relative percentage ol 
effort needed for effective research does 
not increase in direct proportion to a 
company's size, and it might be neces 
sary to allow a larger budget if a com 
pany is engaged primarily in service 
activities. In the latter case, operations 
research is the same as product research 
in a manutacturing company, he point 
ed out. Again, more effort than this 
rough rule would indicate might have 
to be given operations research if a 
company were in a situation of extreme 
ly rapid expansion, or very sharp com 
petition. 


Department personnel, the speaker 
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recommended, should include men or 
women trained in advanced applied 
mathematics, research methods as used 
in the physical sciences, and modern 
applications of scientific methods to 
business problems. 

In developing a research program in 
an operations research unit, the speaker 
recommended that the first step be a 
careful general analysis of the entire 
company, followed by determination ot 
specrhic projects covering major com- 
pany operations. He advised that the 
first projects tried be those that have 
been successfully accomplished by op- 
erations research in other companies, 
and that each project be broken down 
into a series of individual steps for 


easier solution. 


The relative balance within an in 
dividual between satisfaction and dis- 
content is the most mmportant factor 
determining that individual's qualifica- 
tions tor success in top management, 
Dr. Stanley F. Teele, Dean, Harvard 
Graduate School of Business Adminis- 
tration, told the concluding luncheon 
session of the conference. Too much 
conflict within the individual is a seri- 
ous handicap, he said, and such handi- 


Have You Heard About . . Have You Seen 


CONVOY “Chem-Board’’* 


RIGID, PERMANENT, INEXPENSIVE 
record storage FILES 
i 4 


Chem-Board Storage Files are perma- 
nent. They cost and weigh about 50% 
less than steel; cost less than some cor- 
rugated paper files. They’re shipped 
assembled, ready for use. 
NOW-—smooth, staple-free 
fronts make them suitable , 
even for ‘front-office’ use. 
Available in letter, legal, 
check, deposit slip, tab card 
and many other sizes. 


*CHEM-BOARD IS RIGID- 
IZED CORRUGATED BOARD 
PROCESSED TO REMARK- 
ABLE STRENGTH. 


CONVOY, Inc. 


STATION 8, BOX 216-0 


CANTON 6 OHIO 5 a ‘ 
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caps “are far more often the barriers 
to effective performance than intellec- 
tual incapacity or lack of necessary 
knowledge.” 

degree of dissatisfaction is, how 
ever, essential to continued improve 
Striking the 


proper balance between the two feel 


ment, he pointed out. 


ings is essential to success and progress, 
he said, and business should attempt to 
learn what it can about aiding men 
to find this balance. 

relative 


Discussing the enyphasis 


placed on “breadth” and “specializa 
tion,” Dr. Teele said much of the pres 
ent coatroversy is pointless “because it 
has so completely neglected the element 
of ume.” Most top business leaders 
have been specialists at one point or 
another in their lives, he pointed out, 
but their distinguishing characteristic, 
was that, even while specializing, “they 
looked around and ahead. 

“This is what should be sought,” he 
continued, “the man who is so well 
rounded that he can go through a 
necessary period of specialization, do 
well at it, and then at the proper time 
rise above his specialties.” 
“breadth” 


The need for will grow 


in the future, Dr. Teele pointed out, 


How To Get Things Done 
Better And Faster 


Boardmaster Visual Control 


\ Gives Graphic Picture—Saves Time, 
Saves Money, Prevents Errors 

‘° Simple to Operate—Type or Write on 
Cards, Snap in Grooves 

‘y Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, Etc. 
Made of Metal, Compact and Attrac- 
tive. Over 60,000 in Use 


Full price $49.50 with cards 


24-PAGE BOOKLET NO. G-200 
FREE Without Obligation 


Write for Your Copy Today 
GRAPHIC SYSTEMS 
55 West 42nd St. @ New York 36, WN. Y. 
JULY, 1956 


because the growth of business, and its 
increasing complexity, will make the 
role of the individual who can see the 
entire picture increasingly umportant. 

“We shall have more specialties and 
more specialists in business,” he said. 
“The problem is to provide tor those 
who integrate the specialists, those who 
can use the special knowledge and skills 
of the specialists without having them 
themselves.” 

Training such “generalists” wall re 
quire the solution of three basi ques 
tions by business and education, Dr. 
Teele said: 

What should men learn? 

When should men learn? 

What should be the balance between 
formal organized educational activities 
and development on the job? 

The speaker predicted that business 
would find that some types of man 
agerial skills are best developed at one 
level of maturity and experience, and 
others can best be learned at other 
periods in the individual's life. 

“Or perhaps more accurately,” he 
said, “it may be found that successive 
efforts at different stages of maturity 
and experience represent the most suc 
cessful pattern,” 

The greatest development of skills 
would be accomplished through carry 
ing out actual job assignments, he said, 
and this implies a heavy responsibility 
on a business in creating its own future 
top managerial talent. 

“The arrangement of job experiences 
of such a type and in such a sequence 
as to maximize the development oppor 
tunity thus becomes the single most im 
portant way of developing those who 
will become top managers,” he told the 
executive group. 

All sessions of the three-day confer 
ence were held at New York's Hotel 
Roosevelt. 


Mathematics— 
(From page 22 

The Alcolac example given above 
uses an algebraic equation to indicate 
the possible deg ree of success of a pro 
posed new product. Dealing with vari 
ous known (or assumed) factors, it 
gives an answer. But jx rhaps the most 
common instance of mathematics in 
business so far has been in linear pro 
gramming, in which the desired objec 


tive is known, but the specific ways of 


achieving that objective must be found. 
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How electronic computers 
solve business planning 
and control problems 


How electronic 
methods of operations 
help solve management problems is 
explained in non-technical terms in 
this volume. It thoroughly surveys 
business planning and control prob- 
lems, and mtegrates them with the 
simplifying techniques of electronic 
data processing. Full aid is given for 
determining which type of data pro- 
cessing system will give you informa- 
tion essential to an effective operations 
research program, as well as which 
electronic equipment is best suited to 
your needs 
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In linear programming, the objective to 
be gained must be determined in ad 
vance. Linear programming is used in 
allocation problems—achieving the low 
est production cost per unit with known 
production facilities of varying capaci 
ties, or shortest total transportation dis 
tance between several ware houses, and 
several sales points supplied by those 
warehouses, say. Generally, it can be 
applied in most situations where all 
significant factors vary in direct pro 
portion to each other. 

Once the objective is known, linear 
programming techniques will always 
give the best possible answer automat 
ically, through a step-by-step process 
which furnishes increasingly desirable 
solutions until the one best answer 
the optimum solution—has been reach 
ed. It thus offers a degree of accuracy 
which is absolute, as contrasted with 
the degree of accuracy furnished by 
the Alcolac formula. 

Yet each of the techniques is appro 
priate to its purpose. The Alcolac for 
mula only attempts to aid management 
to choose between two possible courses 

-whether to manufacture a product or 
not to manufacture it. A formula that 
will incic ate a simple yes or no answer 
is all that is needed. In linear program 
ming, a wide range of solutions is al 
ways possible; therefore it is essential 
to follow the process through until the 
one best answer is found. 

While linear programming has been 
used mostly for such applications as 
determining the- optimum solution for 
production, routing, and contract award 
problems, it possibly has even greater 
potential value in determining the re 
sults of a projected future action, just 
as the Alcolac formula did in a different 
situation. Thus, a company in plan 
ning a building program for new plants 


could determine, by 


repeated run 
throughs of given market demand situ 
auions, the best possible location of these 
plants to meet all anticipated future 
demands. Or a manufacturer of a com 
plicated product, embodying various 
other semi-finished products, such as 
an automobile, could determine tor a 
wide range of possible future situations 
whether it would be best for him to 
manufacture these sub-products him 


self or to buy them. 


A variety of other mathematical dis 
ciplines are useful in models represent 
ing a variety of situations. Queueing 
theory is applied in models representing 


uncertain or widely varying factors in 


on Last Page 


a service-capacity situation, such as a 
central telephone exchange, a pass 
enger traffic system, or a cashier's sta 
tion in a large store. Game theory at 
tempts to represent the range of pos 
sible reactions ot a competitor to the 
actions of the company. 

In theory, at least, it is possible to 
represent the system by which a com 
pany does its work in a mathematical 
model, and by manipulation of sym 
bols, achieve maximum system effec 
tiveness. This is stressed as a theory, 
rather than as an accomplished fact, 
because mathematical models are obvi- 
ously most effective when used with 
measurable quantities, rather than in 
situations where intangible Lactors, 
such as the human equation, play a 
vital role. However, some successful 
work has been done in the area, par 
ticularly in scheduling work flow in 
factories, and university teams are now 
doing further research on the subject. 

Furthermore, as more work is done 
in the field, use of some highly refined 
mathematical techniques may well per 
mit the element of chance, the unex 
pected, and unanticipated, to be includ- 
ed in the model, and covered in the 


results obtained from the model. 
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This emphasizes again, however, the 
wide range of mathematical knowledge 
needed tor design of a mathematical 
model, which is basic to a formal opera 
tions research program. Where does that 
who may 


the present executive, 


guely reme mber his ilgebra, but who 
is completely at sea with anything more 
comp! ited ? 

lly, the situation isn’t as serious 
Because of the very wide 
mathe matical 


range ol techniques 


which may prove applicable to particu 
lar situations, a true operations re- 
search project almost always demands 
the services of a highly qualified math 
ematician. The averape business exec 
utive could not hope to fill this role in 
the research phases. Once a mathemat 


ical model has been designed for any 
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the company’s op 


becomes 42 WOrKINg lool Ol 


i 
erations, it 


articular phase of 


the company—and every company 


day employs a great many tools 

its executives are not 

equipped either to design or to describe 
in every detail. 


The important thing for the execu 


tive to know is that such tools either 


exist or can be created, how 


reliabie 


they are, and how they operate in a 


general fashion. 

This, no matter how abstruse the 
mathematics used in designing the tool, 
or in this case, the 


model, 1s periectly 


T 
feasible for the average executive. 


Moreover. model can 


a mathematical 
not be designed in a vacuum. It is de 
signed asa phase of the formal opera 
tions research process, and this process 
demands the executive who knows the 
that part which 
is under study, as well as the services 
The 


executive must interpret needs, the rel 


business, or at least 


of the technically trained men. 


ative weight of factors, the purposes 
which the company wishes to achieve, 
before the mathematician can design a 
model which will help make those 
needs and objectives more certain to 
be met. Thus, operations research is 


almost always at least 


a two-man job, 
and ideally in large companies, it de 
mands the joint services and talents of 


a great many different people. 


Technique aids objectivity 
Participation in an operations fre 
search project will serve to educate the 


non-technical executive in what can be 


done and what cannot be done with the 
various mathematical techniques now 


available. In the process it will prob 


ably also make him a slightly more ob 
jective thinker as lar as every phase of 


his work is concerned. A mathematical 


model can only be as valid as the rela 


tive weight given the 


factors W hic h 


enter into it. If trivial considerations 


were given the same emph SiS 4S Mayor 
ones in the transter of real inlormation 
the the 


the 


into symbolic language of 


the results obtained from 


model, 
| 
i 


model would be wholly misleading. 
This is where the interaction between 


the exe utive and the mathematician 


or technical specialist trained in math 


emath is SO Important This also 1s 


in areca where much ot the confusion 


concerning operation 5 


research has 


arisen. 


Basically, the mathematician ideally 


is concerned with the major tactors 


only, and not with the detanls 1s 


ing to attain a model which simu 


lates in general terms the chain of 


and effect, and so, by insertion 


caus 


; 


of actual figures, actual tacts, a series 


I projected higur ; ind 


veneral, valid answers. The business 


man, trained in the tothe-penny pre 


cision oOo iccounting systenis, 


timately familiar with a great many 


details of his conrypany s operavions, 1s 


olten suspicious of the mathematician’s 
insistance on keeping the factors rep 


Here 


Vari 


resented down to 4 mininvum. 


the businessman must learn that 


ous degrees ol precision are required 


tor different objectives—an answer is 
good cnough rl 


ly that the 


it shows quite definite 


company will either lose 


money or make money by a single 
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course of action—it does not have to 


show how much money the company 
will gain or lose. 

Moreover, in working with and 
through operations research, the busi 
nessman learns, sometimes for the first 
time, to think in entirely analytical 
fashion. There is simply no room in an 
abstraction for prejudices or hunches. 
They cannot be represented symbolical- 
ly. The only things that can be repre- 
sented are actual factors. In the very 
real work of evaluating these factors 
and placing them in a meaningful re 
lationship to each other, a true and 
proportionate picture of the operation 
being represented becomes much clear 
er than ever before. 


Operations research, in other words, 
through construction of the model, 
simplifies a picture which often is so 
complex that it cannot be seen in true 
perspective except in model form. This 
concept is actually no great innovation 
in business. Other types of models 
have been used for much the same sim 
plification process for years, Most large 
organizations use flow charts to de 
scribe the sequence of work in their 
ofhces or plants—they have to, if any 
one person is to follow through the 


entire sequence. An accounting system 
is, in a sense, a model of the financial 
structure of a company, as a table of 
organization is of its personnel struc 
ture, 

A mathematical model is far more 
ambitious than these more familiar ex 
anyples because it is a picture of a dy- 
namic situation, it represents actions 
as well as quantities, and the various 
effects of changes in actions or quanti 
ties. Because it is dynamic, the model 
may ultimately influence or even con 
trol the realities it represents—tresults 
indicated by the model may well de 
termine a particular course of action 
for the company. 


Model not a panacea 


But the mathematical model is stil! 
in essence a model, even though it in 
cludes the elements of change and 
movement. It still serves the same pur 
poses for which al! other models exist 
in business—to inform, to give a com 
prehensive picture of a total operation 
(even when it is a projected operation ) 
rather than a piecemeal picture ot one 
part of an operation. 

It is in the last analysis, then, a man 
agement aid, a powerful new tool, 
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rather than a mysterious science which 
will usurp management functions. It 
gives a picture and a prediction—not a 
final answer. Management must in- 
terpret that picture and prediction, eval 
uate it—and decide. 

Management, in short, must stil] 
manage. 


Hotel into office— 
(From page 34) 


But President Ludwig's convictions 
concerning the “new look” for his of- 
fices were just as strong as his deter- 
mination to have a new location for 
them. Some of the furniture in use in 
the old PLMI offices was nearly fifty 
years old. 

And strongest of all was his convic- 
tion, born of spending much time in 
the colorful Pennsylvamia Dutch coun- 
try, that most offices were entirely too 
inhibited in their use of color. 

The company took its problem to 
Lester Pomerantz, of A. Pomerantz 
and Co., Philadelphia office supply con- 
cern, and he suggested that Wanda 
Norstrom, a Philadelphia architectural 
designer, be made responsible for the 
interior design of the new offices. 
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Miss Norstrom was of the same 
school of thought as Mr. Ludwig con- 
cermng color. Her theory was that 
insurance company workers deal all 
day with statistics, numbers, and math 
ematical data, and that the major role 
of color in such an office should be to 
stimulate, to give a lift. 

In her phrasing, her objective was to 
get away from al] “rules” in using 
color. 

“All day long, office work here de 
mands preciseness,” Miss Norstrom 
says of the Pennsylvania Lumbermen’s 
offices. “When we use color we want 
to get away from mathematics. We 
differ with people who want to use 
formulas for color, who want to meas 
ure it. So much color, so much light, 
exactly. We say you can’t do that when 
you're dealing with people.” 

Unorthodox as the approach was, 
Pennsylvania Lumbermen’s bought it. 
Miss Norstrom was assigned to do the 
interior architecture for the new in 
surance offices, including the design 
of all interior woodwork, and details 
of structure and placement. Her asso 
ciate, Eve Peri, worked with her on 


color selection, and choice of fabrics. 
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The team worked from mock-ups, 
each of which in turn was passed on 
by PLMI officials, for each room as 
tar as color and layout were concerned 
Swatches of fabric accompanied each 


mock-up. 


The mock-ups accepted, the work 
progressed. The sombre interior began 
showing a startling, but pleasing array 
of colors. Thirty-eight different color 
tones were used in decorating the new 
ofhices, and they were not segregated 
so that only two or three were used in 
each room. Bright yellow was used 
for the basic wall color in most interior 
offices, cut off from sunlight, but the 
many vari-sized columns that remained 
trom the hotel construction were paint 
ed in a wide variety of hues within the 
basically yellow offices: persimmons, 
blues, lemons, tans, limes. 

Long windowless corridors, forced 
on the efhices by the basic box structure 
of the converted building, presented a 
problem. One fivetoot wide corridor 
was eighty4ive feet long—a tunnel-like 
structure if ever there was one. How 
to prevent its looking like a tunnel? 
Color again solved the problem; color 
and light. One wall of the corridor was 


Automatic, ar ty a numbering 


painted “golden squash;” the opposite 
wall was covered with a grass cloth 
on silver paper. Suspended trom the 
white ceiling are bright brass hour 
glass lamps, turned horizontally so that 
the lanyps’ open ends create a pattern 
of light and dark on the brightly col 
ored walls. 

The use of a wide range of varied 
colors is even carried into the carpet 
ing. In the “golden squash” corridor, 
the carpet is composed of sections vary 
ing in length from eight to twelve 
fect. These sections are laid in such a 
way as to achieve a random pattern ot 
horizontal color bands—gold, black, 
light tan and grey 

Other carpets in the handsome new 
offices were also specially created, Both 
reception lobbies on the second and 
third floors of the new offices are car 
peted, with a spec ially woven pattern 
simulating twigs and acorns against an 
earth-colored background, another ex 
tension of the PLM theory of bringing 


the “outdoors” into its offices. More 


over, the oak tree is the PLM symbol, 


and the oak tree's genesis is the acorn. 
The general offices have not been ne 


giected in their furnishings any more 
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than they have been in the wide and 
color. When the 
its offices early last 


generous use ol 
company moved 
month, all employees found themselves 
equipped with new desks and chairs. 
hquipment, too, was new—or at least 
looked new. I he only equipime nt Pi ™M 
transterred trom old ofhces to new was 
some specialized equipment for insur 


ance operations, and punched card 
tabulating equipment. All units were 
spray painted before the move in colors 
that would harmonize with the basic 
wall and ceiling colors of the area 
where they are located. 


of the 


Thus, many 
PLM ofhces 


now af§&e garbed in hues which even 


machines in the 


their own manufacturers would not 


recognize. 
The partitioning used for ofhces is 


as orginal in the 


PLM 


around the 


as everything else 
Small 


peruneter of the 


othces. private ofhces 
general 
othce 


areas are created by unusual par 


titions. The partitions separating these 
offices from each other, and from the 
general ofhce are quite low 


head height, 


not quite 
and they carry out the 
assymetrical pattern found throughout 
the new offices. Thus, one such ofhce 


will be fronted with one wood panel, 
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one clear glass panel, and a swinging 
formica door painted ina bright color. 
The next office may have one wood 
panel; one glass panel clear at the top, 
bottom to 


sandblasted « at the give a 


half-clear, half-frosted ; glass effect: and 


a swinging door in a completely dif 
lerent a 


All such 


movable 


partons are, of course, 
, and may be rearranged as the 
need for private office space varies. 
Executive offices also employ a part:- 
tion device, although they seem in 
every way to be completely enclosed 


walled 


height wooden storage uns are used 
fa] 5 


traditional ofhces. Ceiling 


as walls, and these, of course, can be 


moved as the company's needs dictate, 


Color effectiveness proven 


Frivolous as the wide swath of colors 


used under “hue-thenics,” the name 
the designer has coined for her color 


Miss Nor 


history of de 


theories, may seem to some, 
strom can quote a long 
velopments indicating that the use of 
color really can increase efficiency, and 
improve enyployee morale. First used 
in factories, it has, of course, since been 
adopted by many offices. Pew, how 


ever, have used it nearly as extensively 


TSTRETCH 


INDUSTRIAC SHREDDER 
Vina 


ltttee UV OWIpanii, SALEM, OHIO 


301 MILL ST. 


For More Information From Advertisers Use Readers’ 


Inquiry Coupon on Last Page 


or as lavishly—as Pennsylvania 
Lumbermen’s. 


And, gay 


, 
office may be, a core of sound planning 


as the appearance ot the 


underlies its bright appearance. The 


colorful fabrics used in upholstery, 
bright and presumably liable to rapid 
soiling, have been specially treated so 
that they will resist dirt. The rainbow 
hued offices have been laid out accord 
ing to a sound and intelligent work 
flow pattern. 4asc routine work pat 
terns—the processing of routine daily 
reports from follow 


agents a simple 


in which associ 
pluck 


needed information from the data in 


straight line progress, 


ated departments are able to 


transit. 

Bright and efficient, the new offices 
are the most ambitious test yet made ot 
the effect 


attitudes and 


the validity of “hue+thenics” 


of color on the actions 
oft people. Sut the theory's partisans 
felt that the first reaction of PLM em 
ployees as they moved into their brand 
new offices on Monday, June 4, aug 
ured well. Employee reaction was best 
summed up by one bookkeeper who 
rhapsodized: 

“It’s so heavenly, somehow even my 


premiums and losses seem beautiful.” 


PLYMOUTH RU RUBBER BANDS 


OUTLAST . 


-QUTSELL... ALL OTHERS 


@ Bands for Every Purpose 


@ We'll Make Them for 
Your Special Needs 


UTH RUBBER COMPANY, Inc., ‘aatine a 
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NOMA— 


(From page 25) 


was eliminated, it was found impossi 
ble to indoctrinate the great mass of 
employees. 


“We are coming to realize more and 
more that the first line supervisory 
level is extremely important to any 
communications show,” Shafer con 
tinued. “Good communications within 
a company must bring in the first 
line supervisory level since they are 
the people in direct day-to-day, face-to- 
face, communication with the clerical 
group. 


“The best thing the bank got out of 
its questionnaire, its survey, to deter 
mine why some of the better rated 
girls were leaving to go to work for 
small employers was the revealing of 
this communications block between 
the middle management level at the 
bank and the first line supervisory 
group. That, in itself, was worth all 
the time and money that was spent 
on that turnover study.” 


The other Tuesday morning two 


session mecetunyg, on Forms Control, 


held simultaneously with the discus 


a Z tt, tine; small enough, too, to tuck 
Combines the best features enay on any Soames, 


of both lockers and coat racks. 


Wraps are exposed to air and light. Emloyees do 
not face the weather in damp wraps that have 
been crumpled in dark lockers do not eat soggy 
lunches, soaked by wet hats or gloves. Each per 
son has his own spaced coat hanger, ventilated 
hat shelf and 12” x 12” x 15” deep lock box for 
lunches, tools and personal effects. Improves 


health and morale lower absenteeism 


Lockerettes save space too the No. 6-12 


(2-column) accommodates 12 people in 6 feet 


No. 9-18 (illustrated) accommodates 18 in 9 feet 


WRITE FOR BULLETIN LO- 61 


VOGEL-PETERSON CO. Cow's 


ety RIC VALET” abcd cies dilian 
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sion of supervisory problems in the the procedures of the company,” he 
office, was conducted by Frank Knox, said. “You will control your torm 
of the Frank Knox Co., Cleveland. only insofar as it governs the efhciency 
Mr. Knox divided his two-part ses of the clerical operation. You will not 
sion into a discussion, first of gaining govern the form in the determination 
management endorsement and back of the operation itself. You will con 
ing for a forms control program, and trol the method of reproduction of the 
organizing the program, and, in the form. You will not govern how many 
second part, of the mechanics of forms of the forms are used a year.” 
design. He listed as additional important 
“If we can solve the problem of responsibilities of a forms control unit, 
management participation, ot how to control of the form numbering system, 
get management to O.K. the spending control over the functional index of 
of money, to assign the personnel, to forms, and responsibility for seeing 
find qualified personnel for a forms that two forms do not exist for the 
control program, we have actually same basic purpose, 
licked our basic problem, “Knox told Basic requirements for a successtul 
the group. “The mechanics of forms forms control program, the speaker 
design will come along rather easily.” said, are: 
He listed as a first essential the set Management backing. 
ting of strict definitions for a torms The proper mental attitude toward 
control program. It has nothing to do such a forms control program through 
with work measurement or work sim out the organization. This depends to 
plification; those are other areas, he a great extent on management back 
pointed out. The area of operations ing in the first place 
ot torms control 1S strictly limited, he A concrete plan ol action, which 
declared. must include a specific statement of 
“If you are really talking about where the forms control unit is located 
forms control and not something else, in the company and just what its re 
you must make it clear, first to your sponsibilities are. Also, the plan should 
self, and second to everybody else, that outline the lines of demarcation and 
you are not talking about revising all interrelationships between forms con 


ROBERTS 


Automatic Numbering Machines 


Make the girl happy 


with a smart, new 
ROBERTS #49 


Streamlined: with smooth plastic 
top and gleaming chrome finish, the 
modern #49 is completely at home 
in today's offices. 


takes the drudge out of office rou- 


Built to last: all-steel construction, 


machined parts, chrome finish. Three Model #49 
movements: consecutive, duplicate, Popularly priced! 
repeat. ee your dealer or 


write direct for catalog 


ROBERTS NUMBERING MACHINE CO. 
Dept. 3-14-6,700 Jamaica Ave., 
No. UM-4 


Brooklyn 8, New York 
Umbrella 4$2?#IIG5SO6789O A Subsidiar / The Heller 
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Save valuable time 
with the 


DUX "COMBI" 


This new combination Tape Dis 
penser and Precision Pencil Sharp- 
ener belongs on every desk. Sharp- 
ens standard and jumbo pencils 
and crayons, with replaceable ra- 
tor-tharp biedes. No fuss, no muss, 
oe, loss of time. Base holds up to 
tape, for quick, easy use. Fine 
lar home use, too 
Also wide variety of 
pocket sharpeners. 
Fine for Christmas Gifts 
See your stationer or write 


FRED BAUMGARTEN 


Exclusive Imports, Dept. Y-7 


675 Cooledge Ave., N. E. 
Atlanta 6, Ga. 


trol personnel and methods and pro 


SORTKWIK _ 


FINGERTIP 
PREPARATION List only 50¢ 


TO HANDLE “PAPERS FASTER! 


Made of highest quality cosmetic ingredients. Cannot irritate 

skin. Order a supply from your stationer TODAY! Or send 

for one full-size trial container on your business letterhead. 
Write for FULL information 


LEE PRODUCTS CO. 
2736 Lyndale Ave. Se . Minneapolis 8, Minn 


cedures personnel, 

“The third requirement of the plan 
of action is the relationship between 
the forms control unit, and all of the 
line organization—the departments or 
units using the forms,” Knox said, 
“and, fourth, there must be a carefully 
thought out control over the repro 
duction equipment in the company.” 

Also vital to a successful program 
are people trained in forms control, the 
speaker maintained, and this requires 
formal training—not a casual visit to 
another company, or a hurried reading 
of a book on the subject. 

Following the creation of a plan of 
action, Knox said, a unit must be 
established. Such a unit, he warned, 
should be a staff organization, and not 
be tied to any line department. It ts 
also essential that it have direct re 
porting access to a fairly highly placed 
ofhcer in the company. 

As the unit gets into its work, 
should cooperate closely with the line 
organization and should leave all re 
sponsibilities outside of those entirely 
its own to the line organization. Thus, 
according to Mr. Knox, forms control 
should not be responsible for purchase 


of forms or for the stoc ies of them. 
Through the specifications it writes 
lor forms it controls the purchasing 
department in the buying ot torms; 
through the anticipated annual volume 
it sets for each torm, it guides the line 
organization in warehousing and dis- 
tributing forms. 

“If you standardize your form, de 
sign it, get it approved, write the speci- 
heations, and pass it on, then wash 
your hands of it until a change is 
needed, at which time you should get 
in the act again,” he told the group. 
“Do not try to review every subse- 
quent requisition for the form. If the 
line organization can’t discharge such 
a simple administrative duty as decid 
ing how much paper to use, then you 
haven't got very good line administra 
tion, 

(To be continued) 


Automation— 
(From page 59) 


Watson said that the new unit can 
print a million names and addresses for 
a mass mailing in 75 hours at a total 
cost of $2400. Previous methods re- 


quired the use of five machines for a 
total of 200 hours at a total cost of more 
than $5300, he reported. 


Canadian office orders computer 

The first electronic data processor 
installation in a Canadian insurance 
office will be made in the Montreal 
Head Office of the Sun Life Assurance 
Company of Canada, which has an- 
nounced that it plans to have a Univac 
Il in operation by March of next year. 


Low cost, high speed unit offered 
Redondo 


Beach, California, recently introduced 
its new ALWAC 800 series electronic 


Logistics Research, Inc., 


data processing system which it claims 
offers speed, storage capacity, and ver- 
satility equivalent to that provided by 
million dollar computing systems at 
one-eighth the cost. 

The ALWAC 800, which will sell 
for approximately $125,000, can_per- 
form 11,000 additions, 2,000 multiplica- 
tions, or 13,000 comparisons per second 
according to the manufacturer. Inter- 
nal memory may be supplemented with 
as many as ten additional magnetic 
drum storage units, or multiple tape 
storage units. 


ENUINE ENGRAVED | 
Ealalie HrlsADS 


DIES ano PROOFS $Tey 22 5 Hanle 


enonaveo BUSINESS CARDS 
500 ‘e e 1000 $15 @LNailal 


BUSIESS ANNOUNCEMENTS 500 ONLY $28 COVERS. 


$3~ 00 
DEWBERRY ENGRAVING CO. 


807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 


CLIP YOUR LETTERHEAD TO THIS AD... 
MAIL FOR FREE PROOF - 


~, HE INCOME TAX MAN 


will let you deduct the cost of busi- 
ness travel—but only if you have 
definite, itemized records to show him. 


BEACH'S 
“Common Sense" 
EXPENSE BOOKS 


are best because you jot down the 
expense as it is incurred rather than 
later when a lot of it is forgotten. 


Buy them from your stationer or 
write directly to us. 


Beach Publishing Co. 


7338 Woodward Ave., Detroit 2, Mich. 
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Catalogs, Booklets, Brochures 


for the office 


Automation Information 

Cudahy Publishing Co., 6141 N. Cicero Ave., Chicago 30, 
Brochure on the confidential reporting service offered by 
John Diebold & Associates, Inc., management consultants, 
on the use and application of electronic data processing 


(1) 


equipment. 


Indexing Systems 
Ezyindex Products Corp., 153-13 
Northern Blvd., Flushing, N. Y. Color 
to Assure Maximum Reference, a 
four-page brochure, in color, on ways of 
achieving improved indexing through 
A check list and spe 


the use of color. 


cification sheet is enclosed. 


Terminal Digit Filing 

Remington Rand, Div. of Sperry Rand Corp., 315 Fourth 
Ave., New York 10. 
lustrated case history on the installation of a terminal digit 


(3) 


Brochure CH-1016, a 4-page, il 


filing system at the Glens Falls Insurance Co. 


Visible Index Books 

The Recordplate Co., 16 E. Holly St., Pasadena 1, Calif. 
Ringbooks of Tomorrow, Catalog No. 10, covering ring 
binders, 


books, sorters, and other equipment. 


forms and sheets, address books, appointment 


(4) 


Paperwork Control and Records Management 

Sunderland & Associates, 806 S. 
Angeles. Do We Keep It or Throw It 
describing records management services. 


Blvd., Los 
fway?, a tolder 


Robertson 


Preventing Business Frauds 
CumminsChicago Corp., 4740 N. 
Ravenswood Ave., Chicago 40. Once 
Is Enough, a \2-page booklet on the 
uses of pertoration as a means ol can 
celling invoices and supperting papers 


alteration becomes 


(6) 


so that fraudulent 


impossible. 


ye é ne 

’ f 
Yaa 
Business Trends Chart 


Dictaphone Corp., 420 Lexington Ave., New York 17. 
Business Trends and Progress, a tour-color chart on eco 
nomic cycles and business growth, as seen in this country 


since 1800. (7) 


Floor Maintenance 

Walter G. Legge Co., Inc., 101 Park Ave., New York 17. 
A motion picture, in color and with sound, called Modern 
Floor Maintenance, on right and wrong methods of clean 
ing and polishing floors. Showings of the film may be ar 
ranged through C. V. 


Starrantino, vice president of the 


(8) 


For further information, use Reader Inquiry Card on 
page 82. 


JULY, 1956 


Legge Co, 


once is enough 


"/ love my New Order Desk. 
/ find or file an Order or a 
Master in Seconds! 
My Boss is in better humor, too. 
Before | was on my feet as much 
as at my desk” 


WASSELL CORRES-FILE 
ORDER DESKS 
give finger tip control of all records. 
Cards and correspondence or orders 
can be mixed. All records instantly 
available. 


DESCRIPTIVE CATALOG 


Effective Tools for Effective Management 
WASSELL ORGANIZATION, INC. Westport, Conn. 


WILL BUY FOR CASH 


USED BILLING & BOOKKEEPING MACHINES 


BURROUGHS Mode! £7200, 7800, M-215, M-222, M-235, M-806 
BURROUGHS—SENSIMATICS sFi00, F200, F300, F400 
NATIONAL CASH REGISTERS £1500, 1900, 2600, 4000 Class 
N.C.R. PROOF & ANALYSIS £22010 (123), 20417 (136), 22116 (146) 


22910 (24) 
NCR. 3000 Class £30612 (124-2) 18 £340,000 & over 
N.C.R. INSTALLMENT POSTING £A2206 (64UP), A2207 (642) (621) (630) 
NCR. 3100 Class t3i}—10—10 (18) 20 19000 & over 
SUNDSTRAND 2284071 < 
REMINGTONS 
BRANDT COIN MACHINES—Mode! 


KARDEX CABINETS 


Advise Complete Model & Serial Numbers 
for Our Quotations 


L. A. PEARL COMPANY 
Dept. 7M, 140 West 42nd Street New York 36, N. Y. 
BRyant 9-1459 Wisconsin 7-1220-1-2 
DEALERS IN USED ACCOUNTING MACHINES 


260, 6! 


‘ v CAN PROG) 
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with new AVERYS 


Yes—labeling file folders is 
now fast and clean—no longer 
a chore. There's no sticky, 
gooey sponge to wet and handle 
no bad-tasting mucilage 
to lick. Avery labels are on at 

the touch of a finger... 
easily, neatly and quickly. 
They're color coded—in a selection of 10 beautiful colors 
plus white—for fast, positive identification and reference. 
Improve the appearance of your files by color-coding 
and relabeling each folder with Avery adhesive File 
Folder labels, Expensive folders can be re-used and 
still remain neat and presentable in your files. 
Filing can be fun—if you do. They'll make your job 
easier—and a boss's business more profitable. 


i. 


Available from your 
stationery or office 
supply dealer —in 
sheets of & labels 
with guide lines 
for uniform 
typing and 

last label 
won't slip in 
the typewriter 
because of the 
extended back- 
ing sheet! 


! AVERY ADHESIVE LABEL CORP., Div. 151 

117 Liberty St., New York 6 © 608 S. Dearborn St., 

Completely | Chicago 5 © 1616 S. California Ave., Monrovia, 

revolutionizes | Calif. © in Canada, 207 Queen's Quay West, Toron- 

office filing — | to 1, Ontario « Offices in Other Principal Cities. 
See them... try them 


today! Write fer your Please send me samples of Avery file folder Labels. 


FREE euuates of Geeey | My Ne Pp 

file folder Labels— | dren 7. woten 
snag | Company___. —= —_ 

..» Then BUY | Address = ee 

them at your 

Stationery dealer! | City Se 
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CLASSIFIED ADVERTISING 


Rates are 20c a word. Minimum charge $3.00. Payable in ad- 
vance. Address replies to all Box Number ads c/o OFFICE 
MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 


For Sale or To Buy 


WANTED—ALL TYPE OFFICE Machines, Filing Equipment ram 9 | 
Furniture, Kardex, Acme Postindex. Will exceed a manufact arer s trade 
in allowance. Write, Wire. National Office Equipment Co., 429 Broome 
St., New York, N. Y. 


ACME VISIBLE RECORD CABINETS. Use 7” x 11” card. Guaranteed 


in excellen ndition. Write us for photograph, prices and specifications 
Hart's Automotive Parts Co., 1230 Market 5t., Chattanooga, Tennessee | 


Business Opportunities and Services 


ELECTRONIC COMPUTERS are invading the ofhce Learn how to 
program business problems Send for free information des ribing our 
hom study course Programming for Business Computers. Business 
Electronics Inc., Educational Section. P. O. Box 33§8 Rincon Annex, 
San Fran 19, Calf 


MAIL ORDER OPPORTUNITY ) isiness ide 
ne ail order executive will show you how to net large profits with 
investment in merchandise r advertising required. Experience not 
necessary Proven practical, fully explained i Free confidential letter 
Write: Impact! In 1108 Payne Ave Det. 271-7, Cleveland 14, Oh 
Positions Wanted 
SALES EXECUTIVE. A well ] x ‘ ! 
cause of management change. Has broad ex . t 
eine wganizat and distribut j . ‘ , 
keting .‘ offee mac nes and equipr t. Cas i! ] ale 
functior tantial compa Sa t prir nsidera Age 
$ Wil « OM | 
CREDIT-OFFICE MANAGER AVAILABLE. ale vinded 
execut Accounting background. 19 year , ful experience ir 
hee ¢ ment and stationery field. Now with very large ma turer 
f metal office equipment and furniture. Metropolitan New York, OM 
iB 
CONTROLLER, TREASURER, over 20 experience as CPA and 
trolle Diverse j ove abilit , et 1 , te ones 
i tem ind mana \were ctful \we 
S $ ) M tan New Y . , ' OM 
Position Available 
ASSISTANT OFFICE MANAGER for larg growing Ne England 
Poultr Breeding Farr Excellent opportunity for ght individual. Give 


t letter 


aM 


’ 


Office Managers! Purchasing Agents! 


Do you have unused office equipment for sale? 
MANAGI 


Our closing 


The classified section of OFFICE 
MENT 


date is Sth of month preceding publication. 


can be of service to you 


OFFICE MANAGEMENT, 212 Sth Ave, N. Y. 10, N. Y. 


USE INQUIRY COUPON 
NEXT PAGE 
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New Bassick “Diamond-Arrow’” Casters 
Will Prevent This! 


“How are the mighty fallen,” a rhetorical question 
in Biblical times, sometimes becomes a painfully real 
question today. Painful for the unseated executive 
above—and embarrassing for the office manager. 

Just one of the reasons to put Bassick casters on all 
your office chairs and equipment. They give the easy 
action that ends the need for irritating pushing and 
pulling. 

Other reasons for Bassick glides and casters in an 
office, of course, are the quietness with which they 
move and the way they protect expensive floor finishes 
and carpets. And once you've got sturdy, well con- 
structed Bassicks installed, you can forget about them. 


Ask your office appliance dealer for Bassick casters. 
The Bassick Company, 
Bridgeport 2, Conn. In 


~* 


Canada; Belleville, Ont. 


BASSICK CHAIR CONTROLS are an 
other office favorite. The exclusive 
Flo-Tilt control above is a rubber 
torsion unit that can't squeak, pro 
vides the smoothest, safest tilting 
action ever. See your dealer about 
chairs with Flo-Tilt or conven 
tional Bassick tilt controls. 


15 
rr 
yy 


Readers’ 


A DIVISION OF 


MATING MORL FINDS OF CALTLAS WarimG CASTERS 00 WORT 


Inquiry Coupon on Last Page 


— | oe : 
ee owt WET fi 
pi RETR KY» ,_ (25x IF = 
ne eS ne ee i / PURCHASING AGEMT, -'~ E 
Pe ene ~— - a 
74 = 1, 
_ =e omen 

x. '\>| 

4 5 ana | wa Laer | \ Fi 

| \ | : f 
Big let-down... Hi 
; 
a 
= a % 
td t rr " 

‘ » 5 wy ¢ F 

a “7 "7 
3 

a | iif a | 

. | L¥ / F A 
| . 
| 3 z 
- Bassick 
| | i i 
anne nnn, ee at 1 
ES SL 8! 1 | 


‘ 
; ' 
a ' 
a INQUIRY SERVICE 
' 
' 
For Subscribers to OFFICE MANAGEMENT ' 
' 
key ' 
% ' 
' 
This service is provided for the con- ‘ 
i ae venience of Office Management Execu- ' 
P , tives in obtaining complete inform- ' 
: ; . tion on the products advertised in t 
this issue. Advertisements are identi- ' 
‘. fied by their respective page numbers. 1 
; . Fractional page advertisements are ' 
further identified by the initials of '‘ 
‘ ‘ the advertiser. ' 
‘ 
ue ‘ 4 
i ' 
Pay * e ' 
| let 2////// a ! 
° ‘ 
Simply circle the ; 
Fs On New Products respective numbers 
' 
. in coupon below ‘ 
: ' 
3, P 
at ' 
i Obtain New Catalogs ' 
2 d Hi ' Just circle the numbers on which you ; 
f: t want further information; fill in your 
‘ an e pful name and address below, tear out and “ 
mail to Office Management. Our office 
Literatu re will forward your inquiries promptly 8 
; to the companies concerned. ; 
E ' 
i Fe ' 
- . ' 
' 
' 
SEND OFF THIS BLANK... FOR PROMPT SERVICE 5 
—a—_ EE eT ee ee ee a a a a a = = =, 
A - . Please forward to the respective companies, our request for ' 
ae OFFICE MANAGEMENT further information on the items we have circled ae. ‘ 
a 212 Fifth Avenue, New York 10, N. Y. py JE py Lt 1 lal laa ' 
' 
4 ' 
' 
JULY 1956 ADVERTISEMENTS JULY 1956 ' 
(Circle respective page numbers on which ads appear) sie ' 
ae ee ee os NEW PRODUCTS ITEMS ; 
‘ CATALOGS AND OTHER AIDS ' 
2nd Cover 35 65 74 API ' 
3rd Cover 36 66 75 NBS (Circle respective item numbers) ' 
4th Cover 37 67 SAP 75 WAF ; 
3 38 67 WRR 76 ISC 1 A-l B-1 C-1 D-1 ’ 
4 39 68 PBI 76 PRC 2 A-2 B-2 C-2 D-2 ' ! 
6 50 68 FTR 77 VPC 3 A-3 B-3 C-3 D-3 ' 
7 HT | 69 MCC 77 RNM 4 AA B-4 C4 D-4 5 
8 52 69 EMC 78 FB 5 A-5 B-5 C-5 D-5 ; 
fT) 53 70 CI 78 LPC 6 A4 B-6 C4 D-6 : « 
10 4 71GS 78 DEC 7 ’ B-7 C-7 D-7 ’ 
| nS 71 GWC 78 BPC sS C-8 '‘ 
12 AT) 71.CCS 79 WOI 8 
13 57 72 GRP 79 LAP ° 
. 15 él 73 AWE 79 CPC - 
ae 16 “2 73 TSC 80 , 
: : Is 63 74 TSM SI ' 
‘ 
: ' 
A ' 
' 
Name wes Title - 
c July 1956 Issue, ; 
ompany 
re _ Office Management ' 
PE 5s cndaki enn eavess ’ 
nm ; This inquiry form good 5 
: City.. ss nee Zone State until August 15, 1956 . 
Number of Office Employees (all departments) ‘ 
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EDP for me? 


Electronic Data Processing — — its full 
efficiency and economy —is now practical 
for more clerical operations than ever before. 

Stewart-Warner Electronics has com- 
bined proven large-scale digital computer 
advantages in a versatile, desk-sized data 
processing unit that costs little more than 
the average annual wage of four clerks. 

This new, all-electronic data processing 
machine enables you to automatically han- 
dle order processing, billing, sales analysis, 
inventory control, bookkeeping —all routine 
clerical processing of data with the highest 
degree of reliability. And you can change 
from one operation to another in less than 
one minute. This compact, lightweight unit 
requires one-half the power used by a toaster 
and has less heat to dissipate. 


EDP for You? 


Yes! Our staff of systems analysts is ready 
to survey your particular data handling 
problems ...show you how this practical and 
versatile equipment can now bring you all 
the modern economies of EDP. Make your 
request today. Write on your letterhead to 
Stewart-Warner Electronics, Dept. 42, 

1300 N. Kostner Ave., Chicago 51, Illinois. 


STEWART 


EL ELECTRONICS 


A DIVISION OF STEWART-WARNER CORP. 
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+ meas 


wr When it ca 
comes to POSTING. 


these 10 keys 


make all 


Accounts Receivable mght through to General 
the simpheity 


Underwood Sundstrand’s 10-key touch-operated 
10 keys. For 


key board is €Casy to learn, increases your operators’ | he keynote 1s simpli ity 


Ledge 
speed and accuracy, ends eyestrain and “head- of the new standard in keyboards 
“natural” for posting full details, call your Underwood Office, ot 


write: 


swing” fatigue. It’s a 


UNDERWOOD form CORPORATION 


AR*r 
More information From Advertisers Use Reade Coupon on Last Page 
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